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CHAPTER I 
STATEMENT 
OF THE PROBLEM 
The primary purpose of this study was to compile a word 
study in typewriting which would include a frequency count of 
the words peculiar to typewriting. methodology, as well as a 
definition of some of these terms. After considerable re-
search, it was revealed that a project of this type had not 
been undertaken in this field, but that such a study would I 
add immeasurably to the teaching-learning situation, especiall · 
in the teacher education and methodology areas of business 
education specialization. 
The purpose in compiling this study was threefold: 
1. To classify and list all words and phrases pertaining 
to typewriting. 
2. To make a frequency count of such words and phrases 
as they occurred in various types of literature. 
3. To define the terms by jury technique. I 
The frequency count included words II 
and phrases encountered in the running words written in type• I 
SCOPE OF MATERIAL! 
I 
I 
writing methods books, textbooks, and periodical literature. 
The copyright dates extended from 1945 to 1948. The first 
copyright dates of the books, however, were in 1935, and 
upward; thus the findings more nearly typified typewriting 
-~=~==-·==~============================================================~======= 
terminology of the past thirteen years rather than confining 
it to the last three years since very little revision was in-
corporated into the newer editions. Such sources made pos-
sible a representative tabulation of words and phrases used 
in typewriting and furnished the basis upon which this study 
was drawn. 
EXPLANATION OF TERMS: In order that there may be com-
plete uniformity and understanding of the terms used through-
out this study, the following explanations and definitions 
may be of assistance in interpreting their meaning: 
Word count:l 
A statistical study of the number of 
times different words occur in a rep-
resentative number of running words. 
Frequency list:2 
An arrangement of words or expressions 
showing the number of times they occur 
in a given number of running words and 
often the number of different types of 
representative subject matter in which 
they are used; the arrangement may be 
alphabetical or in ascending or descend-
ing order of frequency of occurrence. 
In this list the words were listed alphabetically giving 
the separate counts for the three classifications: method-
ology, textbooks, and periodical literature, as well as the 
lcarter v. Good, Dictionary of Education, p. 452. New 
York: McGraw-Hill Company, Incorporated, 1945. 
2 Ibid., p. 452· 
2 
total count for each word as it was found in the running 
words. 
Running words: an approximate count of all words within 
the material which was read in order to find words peculiar 
to the field of typewriting. 
Jury technique: a panel composed of eight experts in 
the field of typewriting representing two each from the 
teacher-education institution, the junior college, the 
private business school, and the secondary school. These 
members studied this word list and passed judgment on the 
words which they felt needed explaining, as well as the 
definitions of the words. 
PURPOSE OF THE STUDY: There seemed to be a definite 
need for a word study in typewriting since teaching method-
ology has changed considerably in the past few years. With 
new, improved methods of teaching, vocabularies must neces-
sarily be expanded to meet the changing situation. Therefore, 
new words have come into usage. 
Although a word or its derivative may appear in a stand-
ard dictionary, that word may have a different connotation 
as it relates to the field of typewriting. For example, 
although the word automatization does not appear in a stand-
ard dictionary, the root automatism is defined as:l 
1 Charles Earle Funk, 
English Language, p. 83. 
Company, 1942. 
New Standard Dictionary of the 
New York: Funk and Wagnalls 
3 
(1) mechanism by which automatic acts, 
such as winking, are performed without 
voluntary control; also the action of 
such a mechanism. (2) such automatic 
movements induced by external stimulation. 
This definition, as it applies in general, would not 
throw light upon its meaning as it pertains to typewriting. 
In typewriting, the word automatization refers specifically 
to typing automatically, as wholes. For instance, in typing 
the word the, rather than thinking out each separate letter 
as t-h-e, it should be thought of as the immediately as a 
single unit, a oneness, and this can only be accomplished 
through the complete understanding of the term as it applies 
to typewriting skill. 
An example of changing phraseology in the field of 
typewriting at the present time is the term timed writings. 
Specialists in this skill subject have felt that this term 
is much more preferable to the phrase speed tests, which was 
formerly used, since the word test invariably makes a student 
become worried and tense, and therefore not at his best. 
Another phrase which would need a special definition as 
it pertains to the typewriting field is kinesthetic memory. 
In typewriting it refers to muscular memory--through practice 
the fingers learn to type automatically, as wholes~ The 
dictionary definition of kinesthetic, although given under 
the root word kinesthesia, would not suffice for an 
4 
understanding of the term in its relation to typewriting; 1 
The preparation or consciousness of one's 
own muscular movements. 
Another term which has recently been added to the type-
writing vocabulary is the term intuitive approach. The intu-
itive approach in letter placement refers to estimating the 
placement of a letter on a page, rather than counting the 
words to find out whether the letter is a short, medium, or 
long one. The intuitive approach may also be applied to 
shorthand, in that a student may judge from his shorthand 
notes the approximate length of the letter which he is tran-
scribing. Philip Pepe in his article, "The Intuiti.ve Approach 
to Letter Placement," states:2 
The typing instructor and the transcrip-
tion instructor each teach letter place-
ment from a different standpoint. The 
problem of the typing teacher is to train 
his students to estimate the length of 
unarranged letters appearing in the students' 
typing text in print, and then to set them 
up attractively. The problem of the tran-
scription teacher, on the other hand, is to 
train his students to estimate the length 
of letters from their own shorthand notes, 
and then to set them up attractively. 
1charles Earle Funk, Funk and Wagnalls New College Stand-
ard Dictionary, p. 657. New York: Funk and Wagnalls Company, 
1947. 
2Philip s. Pepe, "Intuitive Approach to Letter Placement," 
Forum, p. 29. Washington, D. C: November, 1947. 
5 
Many students would not understand what the term 
intuitive approach meant had not the teacher brought it to 
their attention in class. Many teachers, also, would not 
fully realize the significance of the term had they not seen 
it in a word list of typewriting words and phrases. 
Therefore, inasmuch as these examples are but a few of 
many such instances which prove the need of a word study in 
typewriting, it is believed that such a study would be a 
valuable and unique contribution to business students and 
teachers_. 
The fact that typewriting is in such demand in the 
secondary school curriculum (second to that of English), and 
the fact that there is an ever-increasingenrollment in the 
busines.s schools and state teachers' colleges as well, further 
substantiate the theory that a word study in typewriting is a 
universally felt need. 
In referring to the popularity of typewriting (in terms 
of numbers) in the business curriculum today, Meehan says: 1 
Typewriting remains the most popular of 
our business subjects ••..• It is diligently 
pursued by approximately 2,500,000 students 
each year. Once restricted to private 
schools, typewriting is now offered in 
junior and senior high schools, in evening 
schools, and in colleges. 
1James R. Meehan, "Trends in the Teaching of Typewriting," I 
Business Education World 27, p. 577. 1946-47. 
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In view of the fact that such a large number of people are 
enrolled in a typewriting course each year, it ·. seemed apparent 
that a word study giving the frequency count and meanings of 
words and phrases in the typewriting field would be a unique 
contribution, not only to students, but to teacher-trainees, 
in-service teachers, as well as to administrators and super-
visors of business education. 
Ehnes also mentions the large enrollments in typewriting 
classes: 1 
Typewriting, the first and most popular 
skill subject in the high school business 
curriculum, offers much that is basic to 
many clerical workers as well as to typists. 
In considering the needs for a word study in typewriting, 
Perrigo states:2 
••••• that a study of the most widely used 
business terms in the shorthand, typing, 
bookkeeping and office practice classes of 
high schools and business schools would 
familiarize the students with various phrases 
of business activity and would equip them 
with knowledge of business that will be a 
valuable asset when they start working. 
This word study in typewriting has been written in re-
sponse to a general inquiry into typewriting phraseology! It 
1christian W. Ehnes, "Typewriting as a Core Skill in 
Clerical Training," United Business Education Association 
Forum, p. 14. Washington, D. C: January, 1948. 
2Russell A. Perrigo, "Frequency of Occurrence of Business 
Terms," Business Education World, p. 666. April, 1942. 
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I is hoped that the definition of these terms will help to 
clarify in the minds of the experienced teachers and advanced 
students any doubt which they may have had in regard to the 
meaning of certain words; it is also hoped that such defini-
tiona are simply and clearly stated so that when the novice 
(whether he be a teacher or pupil) does encounter a word for 
the first time, he will be able to turn to the word study and 
comprehend the significance of a word quickly and easily. 
The efforts in obtaining the data for the research will be 
greatly rewarded if this study serves as a tangible source 
to which one may turn for a functional, working knowledge of 
words pertaining to the typewriting profession. 
This word study was submitted with the i·dea that it . 
might be used either as a ready reference, or as a handbook 
to be studied and digested. 
In studying a word-frequency count, a teacher or a 
teacher-trainee, especially, would know what words and phrases 
should receive added emphasis and be stressed more than others. 
Such a word count would indicate newer trends and reveal the 
status of these words. 
Thorndike, co-author of a major word count, 1 justified 
his word count by giving the following contributions of 
~. L. Thorndike and Irving Lorge, The Teacher's \'lord Book 
2£_20 1 000 Words. New York: Columbia University, 1944. 
8 
such a study: 
1. In examining the list of words, anyone can see at a 
glance the word-frequency of a particular word. 
2. A teacher can easily tell, by consulting the study, 
whether a word is important enough for a student to memorize 
it. 
3. The book would be of help to those who are anxious 
to learn the most-frequent;Ly used words, and would be an aid 
to adults who wish to learn or improve their English. 
These reasons could also be used as a parallel for the 
use of a word count in the typewriting field. 
Word studies have been successfully used in the teaching _ 
of shorthand, a skill subject which is the twin to typewriting 
Fully realizing the necessity and desirability of becoming 
acquainted with a word study, Mr. Louis A. Leslie, Executive 
Secretary to the President of the Gregg Pu~lishing Company, 
says:l 
Word frequency co~nts, however, are still 
the best criterion by which we can judge 
word values for shorthand instruction; 
and therefore it behooves the shorthand 
teacher to be familiar with each new word 
count as it appears. 
Miss Emily D. Law in an article entitled "The Controlled 
1Louis A. Leslie, .. Thorndike's 30,000 Words and the 
Shorthand Teacher," Business Education World, p. 526. 
June, 1946. 
Vocabulary in Shorthand Teaching" points out: 1 
Word lists can be used and abused, whether 
applied to the teaching of shorthand, type-
writing, or languages. If we as shorthand 
teachers are careful to use and not abuse 
the authoritative common word lists that 
have been compiled for our service, we can 
find them a very valuable asset in our task 
of training the reliable stenographer. 
Miss Law believes that the number of words which can be 
written in shorthand automatically after a complete mastery 
of the more common outlines, practically multiplies since 
derivative outlines, combinations, and outlines which are 
structurally related to the common outlines, could all be 
added to the basic word list, thus enlarging the student's 
basic shorthand vocabulary. 
She continues: 2 
Drill on a base list of a thousand or so 
outlines can therefore help the student 
to write several thousands of words 
correctly and unhesitatingly in shorthand. 
Miss Law who is from London, England, is the chairman 
of the London District Shorthand Teachers' Society, and is the 
only holder of National Union of Teachers (England) Shorthand 
Certificate for 250 words a minute. 
lEmili:' D. Law, "The Controlled Vocabulary in Shorthand 
Teaching, ' Forum, p. 39. \vashington, D. C: October, 1947. 
2Ibid. p. 39. 
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Shorthand and typewriting are both skill subjects, and 
many principles which apply to one of the skill subjects apply 
to both. In this case, the need for recognition of a word 
study which is of significance to the learning of shorthand, 
is equally important to the mastery, and especially to the 
teaching area, of typewriting. A teacher of typewriting may 
conclude as a result of reading Miss Law's comments that a 
word study in the skill subject, when properly used, is of 
paramount importance in learning the basic rudiments of a 
subject. The very same principles may be applied to type-
writing--that a typing teacher, by examining a word list in 
typewriting, will know what words the students will encounter 
in their related reading material, and therefore will know 
what words should receive additional emphasis. A word study 
would be of help particularly to the students who are training 
to become business teachers. 
If the word study in typewriting serves its purpose, it 
will make available to those interested in typewriting, a 
comprehensive dictionary of words with their frequency count. 
In analyzing the need for a dictionary for different fields, 
Fairchild points out: 1 
Every science must have its special vocab-
ulary or terminology. Science deals with 
1Henry P. Fairchild, Dictionary of Sociology, Preface. 
New York: Philosophical Library, 1944. 
I 11 
ideas, thoughts, and conceptions, and 
these must be expressed in words. Even 
the facts which are the groundwork of 
science must be set forth largely in 
words. No science, therefore, can have 
any more precision and exactitude than 
the words or other symbols such as the 
mathematical or chemical formulae, in 
which it is embodied. Quite generally, 
this situation calls for a special dic-
tionary or glossary for each particular 
science ••••• Scientific accuracy demands 
that precision and limited meanings 
should be assigned to these terms in 
order that they may be used uniformly 
alike by specialists, students, and 
administrators in the field. In the 
case of some words, a sufficiently pre-
cise sociological definition may be found 
in a general dictionary, and what is 
needed is an underscoring of this par-
ticular interpretation. In other cases 
the requirements since call for special-
ized definitions and direct them in the 
precise form in any ordinary dictionary. 
For both these purposes, a special volume 
is indispensable. 
As a result of reading Dr. Fairchild's comments, it may 
be concluded that a word study in typewriting would serve the 
same needs. Similar dictionaries have been compiled and 
recognized in the fields of engineering, law, medicine, and 
sociology. 
12 
13 
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CHAPTER II 
A DIGEST OF 
SOME RECENT WORD-FREQUENCY COUNTS 
In Chapter I it was stated that no frequency count or 
word list had ever been made in the field of typewriting. 
This conclusion was derived after a thorough investigation 
of research materials and sources. 
Five prominent word studies have been digested by the 
writer. Each word study has been summarized with the intent 
to give the purpose, the methods used in obtaining the data 
relative to the word study and frequency count, and the 
usefulness of the investigation in order to reveal the value 
of such a study to its particular field. It was believed 
that a similar word study would likewise be a contribution 
to the field of typewriting. 
The first word study count to be reviewed was A Combined 
Word List. 1 The authors of this study compiled data for the 
ultimate purpose of establishing the grade level of words 
most frequently used by children from Grades II through VIII. 
The data were compiled by using the Free-Association Study 
(which included words used by children in Grades II through 
VIII) together with other important word studies. In the 
lB. R. Buckingham and E. w·. ·Dolch, A Combined Word List. 
New York: Ginn and Company, 1936. 
Free-Association Study, 21,695 children contributed words 
which gave a total of more than 2,400,000 running words. 
Each child wrote any words which entered his mind within a 
fifteen-minute period. 
After such a frequency had been made of these words, 
the investigator had to decide what the frequency of a word 
must be in order to establish its grade level. It was 
necessary to determine the average child's vocabulary de-
velopment, and Thorndike's summary of a number of studies 
was used in deciding the size of a vocabulary to be expected 
of the average child in a given grade. 
Eleven sources besides the Free-Association Study were 
used as a basis for determining the frequency and grade level 
of words. The studies were based upon three different cat-
egories: children's writing or speech, studies based on 
adults' correspondence, and studies based on readings. By 
investigating adult \vri ting, it was felt that the findings 
would serve as a factor in determining the grade placement (, 
of many of the words. Although there are many words which 
are common to both adults and children, they were not listed 
by the children. 
The studies which were used as a basis for determining 
the grade level of words included: 1 
1 . B. R. Buckingham and E. W. Dolch, op. cit. p. 13. 
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1. The Commonest Words in the Spoken Vocabulary of 
Children up to and Including Six Years of Age by Ernest _Horn 
(The Twenty-fourth Yearbook of the National Society for the 
Study of Education, Part I, Chapter VII, _ 1925). This study 
contains words compiled from children's speech. 
2. A Study of the Vocabulary of Children before 
Entering the First Grade by the Child Study Committee of the 
International Kindergarten Union (The International Kinder-
garten Union, Washington, D. C., 1928). This is a list of 
7,000 words obtained from a combination of various studies 
of preschool children. 
3. Free Association Study of Children's Vocabularies. 
4. A Concrete Investigation of the Material of English 
Spelling by W. F. Jones (University of South Dakota, Decem-
ber, 1915). This survey was obtained from themes written by 
children in Grades II through VIII on assigned topics which 
included their level of experiences. 
5. A Survey of the Writing Vocabularies of Public 
School Children in Connecticut by W. F. Tidyman (United 
States Bureau of Education, Teacher's Leaflet #15, November, 
1921). Compositions of children in Grades III through IX 
on topics of their own choosing were used as a basis. 
6. Common Es sentials in Spelling by C. K. Studley and 
Allison Ware (Chico, California, State Normal School, 
Bulletin No. 7, 1914). Written school exercises of children 
were analyzed to determine the common essentials in spelling. 
15 
7. Payne-Garrison Speller by Bruce R. Payne and 
s. C. Garrison (Rand McNally & Company, Chicago, 1931). This 
is a list of 4,661 words graded in terms of frequency and 
difficulty comprising the most frequent fourth of 13,496 
words found in 2,175,000 running words in children's themes 
and letters. This, in addition to words of high frequency 
of other children's vocabularies and the Horn adult-writing 
study served as the authors' basis for their word study. 
8. The New Orleans Public School Spelling List by 
Nicholas Bauer (New Orleans, F. F. Hansel and Brothers, 
1916). This study was based upon the frequency of words 
found in children's themes of ninety assigned subjects. 
9. A Basic Writing Vocabulary by Ernest Horn (Uni-
versity of Iowa Monographs in Education, First Series, No. 4, 
April, 1926). This book contains the 10,000 words most-
commonly used in adult correspondence of 5,137,000 running 
words, excluding proper nouns. 
10. A Reading Vocabulary for the Primary Grades by 
A. I. Gates (Teachers College, Columbia University, New York, 
1926). This study was base-d on Thorndike's 2, 500 most 
common words, in addition to a count of children's literature, 
Packer's vocabulary of ten first-grade readers, and Ernest 
Horn's A Basic Writing Vocabulary. 
11. A Teacher's Word Book of 20,000 Words by E. L. 
Thorndike (Teachers College, Columbia University, New York, 
1931). This contains a frequency count but is not broken 
16 
down into grade placements. Words were obtained from classics, 
textbooks, newspapers, magazines, correspondence, and a 
variety of reference and technical books. 
The Combined Word List does not pretend to be final, 
and the authors point out the following weaknesses: 
1. Children's vocabularies fluctuate from year to year 
being influenced by travel, books, and technical knowledge 
acquired in coming in close contact with members of the 
family who are engaged in trades and professions. 
2. There was no consistent treatment of compound words 
in the study; sometimes the compounds were treated as one 
word, other times as separate words. 
3. Environment influences a vocabulary. City children 
would be exposed to different vocabularies than children who 
live in the country. 
4. There is a disagreement in The Combined Word List 
among the frequency studies as compiled in the various 
studies which were used. 
5. Since children listed words which came to their 
minds within a fifteen-minute period, they were not told to 
give the meaning, so that a word may refer to one of several 
objects. 
The key to the symbols used in this study after each 
word is as follows: 
H Horn's Vocabulary of Six-Year Olds 
KU Kindergarten Union List 
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F Free-Association Study (Buckingham-Dolch) 
J Jones 
Ty Tidyman 
w Studley-Ware 
p Payne-Garrison 
B Bauer 
H Horn's Adult Writing Vocabulary 
G Gates 
T Thorndike 
Words have been compiled giving the grading or the 
frequency of 19,000 words, over 10,000 words of which have 
been given grade placement according to children's usage by 
one or more word studies. 
The second major word study count reviewed was The 
Teacher's Vvord Study of 30,000 Words by E. L. Thornaike and 
Irving Lorge. This edition included not only Thorndike's 
word studies of 1921 and 1931, but also three other counts 
of over four and one-half million words each. 
Thorndike states in the Preface: 1 
Certain exercises of judgment have been 
necessary because the recorders of the 
magazine count began all words with 
capital letters, and because the recorders 
of the semantic count did not record con-
tractions like uisn't," and did not 
1 E. L. Thorndike and Irving Lorge, The Teacher's Word 
Book of 30,000 Words. New York: Teachers College, Columbia 
University, 1944. 
.L8 
separate different forms of words· lil{e 
".be , come , and do ,". and because the count 
of juvenile bo oks did not i nclude the top 
2,500 of t he Thorndike general count. The 
original Thorndik e count fail.ed to record 
abbreviations adequately, and it is likely 
the recorders in the other counts s kipped 
many. 
Dr. Thorndike felt that this frequency count was not 
final as it pertained to the English reading. Scientific and 
other erudite reading matter should have separate. columns. 
In listing the words alphabetically, there are five 
cohmms to t he right of the "trords. At the top of each column 
the following letters are listed respectively: Q, ~~ b, ~~ §. 
In the first column headed Q there is a number stating the 
occurrenc e per- :mill ion words. If there l s a number 1 in this 
column,. it means that the word occurs at least once per 
million, and not so many as two per milli.on; a figure 2 in 
this column would indicate that the 1.-vord would appear at 
least t1-to per million and not so many e.s three per :·nillion; 
and so forth up to 49; in the first column the letter A 
indicates that the occurrence of the vrord would be at least 
50 per million and not so many as 100 per million; AA in the 
first column would indicate that the word would appear 100 
or more times per million. 
There are four other columns headed 1, b, J, and§, 
respectively. In each of these columns is listed the number 
of times the word appears in approximately the four and 
one-half million words. 
I' 
,, 
119 
In the second cDlumn which is entitled T (Thorndike 
count of 1931), an M opposite a word means that the word was 
one of the 500 most common, and occurred from 800 to 100,000 
or more times per four and one-half million words. This 
count tells of word frequencies in readers, textbooks, the 
Bible, and the English classics. 
In the third column headed L (Lorge magazine count of 
120 juvenile books), an H means that the word occurred 1,000 
times or more in this magazine count. The frequency count 
in this column includes only the most recent and most 
popular magazines. 
In the fourth column headed J (juvenile books written 
for children in Grades III through VIII), an M means that a 
word has occurred 1,000 times or more; an M* means that it 
probably did. The starred numbers are estimates. 
In the fifth and last column entitled S, an M means that 
the word occurred 1,000 times or more in the semantic count; 
M* means by estimate. The frequency count includes juvenile 
and adult reading, but omitted school readers and textbooks. 
If the number of occurrences per million depends upon 
the very frequent use of the word in one of the counts, it 
is followed by a question mark, or replaced by a question 
mark as in the case of Adrian. 
Example: 
Adrian 
T 
4 
L 
165 
iL 
2 
s 
2 
20 
A question mark in any of the other columns--!, 1, J, or 
E means that no reliable estimate could be made for the count 
in question. 
The following rules were observed in the word frequency 
counts: 1 
Regular plurals, comparatives, and super-
latives, verb forms in ~' d, ed, and ing, 
past participles formed by adding Q, adverbs 
in 1! that occur less than once in a million 
words, and equally rare adjectives formed 
by adding n to names of places, are ordi-
narily counted in under the main word. 
So are words which have special meanings, 
when capitalized. In cases where it seems 
desirable, a reminder is given by a letter 
in parenthesis after the word. For example 
we have acropolis (A), Bolshevik (b), and 
Albania (N). Some adjectives in ing or ed 
and some nouns in ing are entered separately, 
the word being followed by (adjectively) or 
(N). For example: 
Words: 
abandon 
abandoned (adj) 
acting (N, adj) 
G 
38 
3 
16 
1 
119 
11 
75 
b 
150 
14 
78 
J 
130 
12 
75* 
In general, participial adjectives and very 
substantives are included under the main word. 
The general principles followed are: Every 
occurrence is counted somewhere. No occur-
rence is counted twice. 
s 
285 
27 
73* 
Many of the variant forms and spellings are self-
explanatory: abscess (ed)--this definitely shows that both 
forms are included; accounterments (re)--this shows that both 
spellings are included. 
1E. L. Thorndike and Irving Lorge, op. cit. p. ix. 
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The purpose of this word-frequency count was three~old: 
1. In examining the list of words, anyone can see at a 
glance the word-frequency of a particular word. The number 
which appears in the first column {G) is the most important 
since it is a summary of all the four counts. 
2. A teacher can easily ascertain whether a certain 
word which occurs in a lesson or textbook is important enough 
to warrant a student's memorizing it, by consulting this 
study. 
3. This book will not only help students who are 
anxious to learn the most-frequently used words, but it will 
also be an aid to adults who are learning to read or who are 
improving their English for some apecial purpose. 
The author of this 30,000 word study recommended (for 
the purpose of learning new words) making two lists: one 
list of AA words, and another list of A words, which would 
be applicable to a person's own particular problem. 
The third word study which was reviewed in order to 
discover the need for a word study in typewriting, was 
A Basic Vocabulary of Elementary Children by Henry D. 
Rinsland. The specific problem in the Rinsland word study 
was to find the frequency of the words by grade level of 
children from all over the country. The data are submitted 
in such a way as to be of help to the teacher, the writer of 
textbooks, and to the student. The child's ability to read, 
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speak, and think is conditioned by his vocabulary--his vocab-
ulary referring to words which he understands. 
Two approaches were made to the word study: the 
determination of adult usage and the determination of 
children's usage. Mr. Rinsland states that the studies of 
Thorndike (1921 and 1931) and Horn (1926) have made valuable 
contributions to the adult writings. 1 
The Thorndike study offers our best 
information of the words used primarily 
in books, and the Horn study offers our 
best information of the words used 
primarily in the writing of letters, 
although his study sampled other material. 
Rinsland established the following criterion as a basis 
for the need of a word study:2 
1. There is no study that has broadly 
sampled the writings of children from 
all sections of the United States in 
all grades in large numbers that is 
comparable to the counts of Thorndike 
(1931) and Horn (1926). 
2. No study gives continuous data for all 
eight grades. 
3. No published study gives low frequency, 
that is, actual number of times a word 
occurs in each grade. 
4. No published study groups words in each 
grade into groups of practical size for 
general use, such as the first hundred, 
the first five hundred, and so forth. 
1Henry D. Rinsland, A Basic Vocabulary of Elementary 
Children, p. 4. New York; Macmillan Company, 1941. 
2 Ibid., p. 5· 
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5. No study gives a measure of comparable 
frequency of occurrence .from grade to 
grade such as per cent, per mill, or 
per hundred thousand running words 
(the unit used in this study). 
The objective of the Rinsland study was to remove these 
objections and to present all obtained data. 
In 1936, the University of Oklahoma requested a grant of 
funds from the Works Project Administration of Oklahoma to 
carry on an extensive nationwide study of the words written 
by children in Grades I through VIII. The sampling of words 
would be made on a minimum of 6,000,000 running words from at 
least 500 schools in all states. So that the children's 
writing would be representative of the United States, writing 
would be obtained from a true cross-section of all types of 
schools in the United States. 
Letters were written to the superintendents or prin-
cipals of 1,500 selected schools representing all kinds of 
geographic, economic, and social areas. All types of 
schools were represented--public, private, and parochiaL 
The principals or superintendents were asked to submit origina 
material written by children--personal notes, stories, com-
positions, reports, and so forth, that had not been corrected 
by teachers. Of the 708 schools represented, 47.5% sent 
returns. The survey represents all types of schools in the 
returns. More than 200,000 papers were received. 
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Each paper was read by a number of experienced teachers 
familiar with children's work at a particular grade level; 
whenever doubt was expressed by two readers about a paper, it 
was reread by another person without his knowing that the 
paper was being questioned. 
Since first-grade children have such a limited writing 
vocabulary, it was necessary to secure written reports of 
their conversations in school and outside of school, as well. 
In order to insure uniformity in conducting the tabu-
lation of words, the following rules were observed:l 
1. Count all words--roots, derived forms, 
abbreviations, and contractions--just 
as they occur. 
2. Tally separately run-together words. 
3. Delete baby talk unless terms are found 
to be good English words. 
4. Delete illegibles. 
5. Count the correct forms intended when 
words are spelled unusually or wrongly. 
6. Delete slang, provincialisms, colloquial 
expressions, as determined by the dic-
tionary, as well as trade names and 
proper names of persons and places, ex-
cept very well-known terms. 
7. Do not tally separately words that may 
be written two ways, but consider them 
the same for purposes of tabulation. 
Examples are today and to-day, tonight 
and to-night, tomorrow and to-morrow. 
8. Tabulate the correct forms intended 
when errors occur in the use of homonyms. 
lHenry D. Rinsland, op. cit., p. 8. 
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Two, too, and to are to be tabulated 
separately. --
9. Tabulate separately words that are com-
pounded if the compounding is incorrect 
or is used for running composition. 
The general pattern which was followed in counting the 
frequencies of the words was as follows: 1 
1. The papers were sorted by grades. 
2. The papers were read and selection 
was made for content. 
3. The alphabet was divided by key words 
which were mimeographed in widely-
spaced positions on several sheets of 
paper 8t x 11. Words were then recorded 
from original papers. 
4. The accumulated words were transferred 
to large combination sheets each of 
which held one to two thousand words. 
5. Totals from the combining sheets were 
entered directly in permanent ledgers 
already containing accumulated words 
from previously published lists. 
6. At every step totals of running words 
and the totals of different words were 
balanced to see that no errors were 
made in tallying, copying, and adding 
of totals. 
Out of a total of 6,012,359 running words, there was a 
total of 25,632 different words. Rinsland used the same 
symbols that Thorndike did in his study of 1921, by grouping 
words into hundreds, five hundreds, and thousands, except that 
all of the words within the first thousand were subdivided 
1Henry D. Rinsland, op. cit., p. 10. 
26 
into the first two 500's, and these were further subdivided 
into hundreds; above the first thousand the words were divided 
into five hundreds up to and including the first 5,000 and 
beyond that, by thousands. 
Rinsland recommends that the list not be used as a 
total vocabulary but as a basic one. He also believes that 
when the vocabulary is used for each grade as found in his 
study, that the pupil load would not be too heavy. The 
author stated that it is to one's advantage to know more than 
just the most common words. A distinctive contribution of 
this study is the word list after the first thousand word 
count. Even words of three frequency carry "just that much 
more information about their use than no count or a writer's 
estimate." Mr. Rinsland continues: 1 
Not only is there a practical use of 
the word list in writing textbooks, but ... 
also in writing stories, magazines, and 
reference books. Certainly many of these 
fields need adult knowledge of word diffi-
culty or placement as their grading is 
usually not as carefully done as in 
textbooks. 
Few people would have predicted that children's vocab-
ularies would have as many as 25,632 different words or 
14,571 words occurring with a frequency of three or more in 
any one grade. 
1Henry D. Rinsland, op. cit., p. 19. 
2..7. 
For each word in the frequency list, the actual frequency 
with which the word occurred is given in each grade, with a 
total frequency for all grades. An index symbol indicates 
which group the word falls into--the hundred, five hundred, 
or thousand word frequency. 
The fourth important study to be digested by the writer 
was A Basic Writing Vocabulary--10,000 Words Most-Commonly 
Used in Writing by Ernest Horn. 1 
In writing this monograph, the author had in mind four 
purposes: 
1. The 10,000 words most often used in writing outside 
the schools in the United States. 
2. Summary and evaluation of investigations in deter-
mining the list. 
3. Discussion of important problems and techniques 
involved in this type of research. 
4. The practicability of such a scientific word study. 
In his introductory pages, Dr. Horn reviewed previous 
word studies. In all, he reviewed nine such counts. 
1. Chancellor, W. E., Spelling 1,000 Words, Journal of 
Education, Volume 71-2, May, 1910. The purpose of this study 
was to find the 1,000 words which are most important in 
teaching spelling. Mr. Chancellor does not state the method 
1Ernest Horn, A Basic Writing Vocabulary--10,000 Words 
Most-Commonly Used in Writing, University of Iowa lvlonographs, 
First Series, No. 4. Iowa City: State University of Iowa, 
1926. 
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which he used, but apparently did not record the exact . number / 
of times each word was found, at least no frequencies are 
given for the words in the printed report. Therefore, the 
list cannot be used for purposes of research and is not 
included in the tabulation by which the 10,000 words reported 
in this investigation were determined. 
Dr. Horn further comments that there is reliable data to 
show that by employing modern methods, it is possible for the 
average boy or girl to spell more than 4,000 words with 
accuracy of more than 90% at the completion of the elementary 
grades. 
2. Ayres, L. P., The Spelling Vocabulary of Personal and 
Business Letters, Russell Sage Foundation, New York, 1913. 
The purpose of this research was to find out whether or not 
there exists a fairly definite body of words used in corre• 
spondence which should be taught in the lower grades as a 
basis for a spelling vocabulary. Dr. Horn stated, 11 No final 
conclusions can be drawn from the results of this study be-
cause it is too limited in scope to warrant them." The most 
significant contribution of this investigation was that it 
aroused an interest in research for determining the word list 
in spelling. 
3. Nicholson, Anne, A Speller for the Use of the Teachen 
in California, California State Printing Office, Sacramento, 
1914. Out of 19,288 running words of personal correspondence, 
752 different words were discovered. 
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4. Cook, W. A. and O'Shea, M. v., The Child and his 
Spelling, Bobbs-Merrill Company, Indianapolis, 1914. In 
Part II these authors used the personal correspondence of 
thirteen people--eight women and five men--and found 200,000 
running words. Dr. Horn believed it unsafe to conclude from 
the authors' statements of words dominant in letters of men 
as contrasted with letters of women, since more than sex 
must be considered. The men in this survey whose correspond-
ence was examined were much better educated than were the 
women whose correspondence was studied. 
5. Andersen, W. N., Determination of a Spelling 
Vocabulary Based upon Written Correspondence, Iowa City, 
University of Io'\va Studies in Education, Volume II, Number 1, 
1921. From 3,723 personal and business letters, 361,184 
running words were tabulated. Pupils in Grades VII, VIII, 
and IX in 23 towns and cities in Iowa brought personal 
letters to school which had been received by themselves, their 
parents, and friends. The pupils arranged in alphabeti.c 
order the words in the letters which they had brought. 
Very personal and business letters probably were not brought 
to school, but on the whole a very representative group of 
occupations was represented since children in public schools 
were asked to cooperate in this project. Dr. Horn believed 
this study furnished the best data available for the writing 
vocabulary of a single state. 
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6. Houser, J. D., An Investigation of the Writing 
Vocabulary of Representatives of an Economic Clas~, Elementary 
School Journal, Volume XVII, 1916-7, pp. 708-718. The purpose 
of this investigation was to discover the vocabularies used 
by farmers in writing letters about farming to a state 
agriculture college. Out of 65,500 running words, he found 
1,869 different words (816 of these words being used but once) 
Mr. Houser tabulated the first and last word in each line of 
750 letters. Thi.s investigation was limited to one vocation 
since the letters were written by farmers about farming 
problems. 
7. Clarke, W. F., Writing Vocabularies, Elementary 
School Journal, Volume XXI, January, 1921, pp. 349-355. 
Mr. Clark found 3,360 different words from 2,000 letters 
written to the editor of a large newspaper in Chicago. He 
compared his list of running words (28,292) with the 1,000 
word list by Ayres. He discovered that 117 common words 
which should have occurred in the newspaper list at least 
three times did not appear at all; 237 of the words of high 
frequency in the newspaper list were not to be found in the 
Ayres' list. Dr. Horn states that more extensive counts of 
letters written to newspapers and magazines show that the 
vocabulary of these letters differs from that of personal 
or business letters. 
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8. Horn, Ernest, The Vocabulary of Bankers' Letters, 
English Journal, Volume XII, Number 6, June, 1923. Out of 
67,581 running words, 2,623 different words were discovered. 
In this investigation, 1,125 letters were used. Dr. Horn 
concluded from his study that the words used in bankers' 
correspondence did not differ too widely from other corre-
spondence, even though they were of a vocational terminology. 
This was the most complete list that had been made of one 
type of business. 
9. Horn, Ernest, The Vocabulary of Highly Personal 
Letters, 1922, unpublished. The purpose was to find out what 
words were included in such letters. Juniors and seniors at 
the University of Iowa were asked to contribute letters by 
submitting an alphabetic word frequency count of the words 
within their letters. Among the 100,000 running words, 
5,239 different words were found; colloquialisms and slang 
proved typical of college correspondence. 
In Dr. Horn's book, A Basic Writing Vocabulary-10,000 
Words Most-Commonly Used in Writing, he decided to use the 
vocabulary of business correspondence secured from the data 
of earlier studies from letters sent in by Rotary Clubs, 
from letters secured at his own personal request~ and from 
letters obtained through the cooperation of Miss Cora Crowder, 
1
1 
who made a personal canvass of firms in Minneapolis and I St. Paul. Thus 26 different classifications of business 
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were represented (six different firms included in each of the 
26 categories):l 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
It was 
Miscellaneous 
Florists 
Automobile manufacturers and sales companies 
Wholesale and retail druggists 
Manufacturers of clothing and textiles 
Dealers in lumber and furniture 
Manufacturers, wholesalers, and retailers 
of food stuffs 
Law firms 
Insurance companies 
Dealers in crockery and china 
Building and construction companies 
Community organizations 
Coal and oil companies 
Electrical supply houses 
Medical supply companies 
School supply companies 
Banks, loan and investment companies 
Public utilities 
Dealers in hardware and machinery 
Car and truck companies 
Railroad and express companies 
Hotel and iron manufacturers 
Schools, churches and libraries 
Department stores 
Publishers 
Farmers 
decided to determine the importance of a word by 
multiplying its total frequency by the approximate square 
root of the number of different classes of business into 
which that word was found. Square roots were taken to the 
nearest integer. 
Number of types of 
business 
----------------
1-2 
3-6 
7-12 
13-20 
21-=26 
1Ernest Horn, op. cit., p. 25. 
Number used for 
weighting 
1 
2 
3 
4 
5 
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It was not possible to make a comparison of one vocab-
ulary of one section of the country with that of another, or 
to make a conclusion as to the vocabulary of personal letters 
in the country from either the findings of Andersen or Cook 
and Shea. Therefore, the purpose of Dr. Horn's study was to 
obtain additional data which would: 
1. Secure personal correspondence in a greater amount 
from a larger number of people. 
2. Secure the vocabulary of letters of a highly personal 
nature. 
3. Secure letters from each section of the country. 
In order to obtain highly personal letters from all 
sections of the country, students in colleges and universities 
were asked to cooperate by alphabetizing the words within 
their letters listing the frequency count of each word. 
After all the words bad been returned, there were 561,056 
running words with 19,243 different words. Words concerning 
education and college life were more prevalent in this study 
than in Andersen's study. Dr. Horn found as a result of his 
compilation that the vocabulary of one section of the country 
did not differ to any great extent from that of another. 
Various types of vocabularies were studied to obtain a 
more adequate measure of adult writing vocabularies. These 
vocabularies included: 1 
1 Ernest Horn, op. cit., p. 23. 
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1. The nature and extent of the vocab-
ulary of business correspondence. 
2. The nature and extent of the vocab-
ulary of personal correspondence. 
3. The vocabulary of the letters of 
people of more than average ability. 
a. The vocabulary of letters of 
well-known writers. 
b. The vocabulary of letters 
printed in magazines and 
metropolitan newspapers. 
4. The nature and extent of vocabularies 
of letters of application and 
recommendation. 
5. The vocabulary of adult writing 
needs other than correspondence. 
a. The vocabulary of minutes, resolu-
tions, and committee reports. 
b. The vocabulary of excuses written 
to teachers by parents. 
6. The vocabulary of the letters of a 
single individual. 
Letters of the following eight well-known American 
writers were used as high standards of quality in writing 
ability: Abraham Lincoln, John Hay, Franklin Lane, 
Walter Page, Theodore Roosevelt, James Russell Lowell, 
Phillips Brooks, and William Dean Howells. Eight prominent 
English writers whose letters were included were: 
Robert Louis Stevenson, Lord Chesterfield, Percy Bysshe Shelle~ 
Lord Byron, Charles Lamb, Horace Walpole, Robert 
Elizabeth Browning. A larger number of different words was·· 
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found in this correspondence than in any other type of 
writing even though there were only 704,837 running words; 
23,581 different words were found. 
The vocabulary of letters printed in the following 
magazines included The Atlantic Monthly, the Chicago Daily 
Tribune, the Chicago Daily News, and the Chicago Evening Post. 
Clarke's investigation was also included. It was believed 
that those who wrote articles for these magazines and news-
papers had a superior vocabulary, therefore the results may 
be used as a standard of good usage. 
In analyzing the vocabulary of letters of application 
blanks and letters of recommendation, 61,456 running words 
were found, in which 5,012 different words were tabulated. 
In tabulating the vocabulary used in minutes, resolu-
tions, and committee reports, the running words totaled 
49,479; 5,728 different words were found--many of which were 
difficult to spell. 
In analyzing excuses written to teachers by parents, 
Dr. Horn found that these notes were poorly written and con-
tained many misspelled words. There were 12,109 running 
words, which included 892 different words. 
Miss Ethel Curtis, a graduate student at the State 
University of Iowa, examined the letters of a single individ-
ual (a superintendent of schools) written and received for 
the past eight years. She found 91,984 running words in his 
letters, 6,512 of which were different words. 
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The weighted credit for each of these words was obtained 
by multiplying the total frequency of a word by the square 
root of the number of different sources in which the word 
appeared. The credit for a word in the final tabulation is 
therefore the sum of the weighted credits for a word in all 
of the nine lists included in the final compilation. 
The purpose of the investigations was to determine the 
probable usefulness of such data, and the following conclu-
sions relative to the usefulness of the word study were 
drawn: 
1. Value in improving the teaching of spelling, which 
would include: selection of words to be taught, grading the 
course of study, improvement of methods of teaching and 
studying spelling, and the improvement of the measurement of 
spelling ability. 
2. The improvement of dictionaries. 
3. The value in teaching English to foreigners. 
4. Contribution to the general theory of curriculum 
making. 
5. The value of stimulation to further research. 
The fifth and final word study which was reviewed by the 
writer was The Basic Vocabulary of Business Letters by 
Ernest Horn and Thelma Peterson. Dr. Horn compiled a word 
study in 1922, but it became evident that more extensive 
tabulations needed to be made to determine the reliability 
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of words beyond the first thousand. The following_ new inves-
tigations were made by Horn and Peterson:l 
1. The vocabulary of business correspondence 
2. The vocabulary of personal letters 
3. The vocabulary of letters of people 
or more than average literary ability 
4. Vocabularies of letters of application 
and recommendation 
5. The vocabulary of adult writing other 
than correspondence 
6. The vocabulary of letters of a single 
individual written over a period of 
eight years 
These new investigations included all words, slang, 
coloquial, and obsolete words, with three exceptions: 2 
1. All names of persons, places, and 
the months and days 
2. All words of less than four letters, 
since the investigations were pri-
marily meant to improve the selection 
of words for spelling, and these words 
present relatively small spelling 
difficulties. 
3. Forty-one very common words 
It was possible to tabulate many more samplings of adult 
writing since words of less than four letters were omitted, 
as well as proper nouns and very common words. 
1Ernest Horn and 
of Business Letters, 
Company, 1943. 
2 Ibid., p. 2 • 
Thelma Peterson, The Basic Vocabulary 
p. 2. New York: The Gregg Publishing 
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The total number of running words including the compila-
tion of 1922 and these new investigations totaled 5,136,815. 
The authors felt that more adequate data on business corre-
spondence was needed including a larger number of different 
concerns in addition to a largfrr .number of running words. 
In order to get business letters representative of 
different types of concerns, a canvass was made by writing 
personal letters to firms known to Dr. Horn or recommended 
to him, and by having a member of his research staff call 
upon executives of firms representing various types of 
business. 
At first it was hoped that a representative list of 
business letters might be obtained through the Rotary Clubs 
since the members would represent various business establish-
menta, but there were not letters enough for an adequate 
sampling of the vocabulary of business letters. The word 
list was derived from the data obtained from earlier studies, 
from the letters received from the Rotary Clubs, and letters 
received as a result of personal interviews, which represented 
26 large classes of business. 
The average number of different firms included in each 
type of business was six. The words for each type of business 
were alphabetized, with the total frequency for each word. 
The word consideration was found a total of 399 times 
in 23 types of businesses. It occurred twelve times in the 
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miscellaneous grouping, three times in the florists group, 
once in the automobile manufacturers and sales companies, 
etc. The weighted total is 1,995. 
The word study shows the significance of the tot.al 
frequency of words, besides the total number of classes of 
business correspondence in which any word occurred. The 
authors decided to determine the importance of a word by 
multiplying its total frequency by the approximate square 
root of the number of different classes of business in which 
the word appeared. Square roots were taken to the nearest 
integer. For example, the ,word consideration appeared in 23 
types of business, with a total frequency of 399. The square 
root of 23 to the nearest integer is 5. The weighted total 
for consideration is 5 times 399, which equals 1,995. Only 
the weighted frequencies of words of less than four letters 
and very common words of the 1922 compilation were included. 
It was found that most of the words of high frequency 
in the letters of any particular business, were also found 
of high frequency in the letters of other classifications 
of business. 
Numbers and letters appearing before a word show which 
thousand and in which half of that thousand the word appears. 
For example, 2Q means that the word appears in the second 
half of the third thousand. The number that immediately 
follows a word means that the word appeared that many times 
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------------------......... 
in the different types of business. For instance, the word 
consideration is immediately followed by the number 22_2; 
this number means that the word appeared 399 times in the 
various businesses. The second number following the word 
indicates the wei ghted total. 
In conclusion, to further substantiate the importance 
and contribution of word studies, Mr. Louis A. Leslie of The 
Gregg Publishing Company stated in a recent article that 
"word frequency counts, however, are still the best criterion 
by which we can judge word values ••••• "1 He continued by 
saying that Dr. Thorndike had felt the word study of sufficien 
value to continue from the 10,000 word study in 1921, to the 
20,000 word list in 1931, to the 30,000 word list in 1944. 
The 30,000 word count represents approximately 45,000 words 
on the Horn basis, since Dr. Thorndike's list did not count 
separately most of the derivative forms. 
1 Louis A. Leslie, "Thorndike Is 30,000 vfords and the 
Shorthand Teacher," Business Education World, p. 526. 
June, 1946. 
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CHAPTER III 
PROCEDURES USED 
IN ARRIVING AT THE 
WORD FREQUENCY COUNT AND DEFINITIONS ·· 
This word study was divided into three major areas per-
taining to the field of typewriting. 
1. Methodology books 
2. Textbooks 
3. Periodical literature 
The words which were selected from the running words 
were drawn upon several years of teaching experience in the 
field of typewriting and upon insight received from recent 
graduate methods courses in typewriting. The jury technique 
was employed to analyze the list of words and phrases in their 
relation to the typewriting field and to pass judgment on the 
definitions. 
The jury technique, which was used as a primary means of 
evaluating the words and definitions, was a method by which 
experienced typewriting teachers reviewed the word list from 
a critical and constructive point of view. Eight experienced 
and successful teachers of typewriting in the vicinity of 
Boston were asked to be members of the jury to make whatever 
recommendations and criticisms they felt would insure a more 
valuable word study, thereby enriching the background of the 
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business student, the teacher-trainee, and the in-service 
teacher, as -well as the administrator and supervisor. 
The jury was composed of two members each from the 
four-year teacher education institution, the junior college, 
the private businessoohool, and the senior high school. The 
two members from each of these four sections met and made an 
appraisal of a proportionate section of the word study. 
The recommendations, which proved very constructive and 
enlightening, were incorporated into the word study whenever 
it was at all possible to do so. As a result, this study of 
typewriting words, together with definitions, was weighed by 
eight professionally-minded teachers of typewriting who 
devoted their time, energy, and resourcefulness to making 
this a more unique contribution to the business education 
profession. ThejuPy 1 s pertinent proposals added immeasurably 
to the study since the members kept in mind at all times the 
benefits to be derived by the inquiring mind. 
In obtaining the word frequency count the following 
methods were employed in counting the running words. To 
calculate the total number of words in a book or article with 
as few mathematical calculations as possible, it was first 
necessary to find the total number of lines in a book or 
article. Upon deriving at this figure, the total number of 
words was determined by multiplying the average number of 
words on. one line by the total number of lines as found in 
the book. 
li 
I 
I 
I 
I 
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For example, in measuring the running words of a book 
or article, the total number of lines throughout were found. 
A strip of cardboard approximately the length of the book was 
first placed at the side of a page and the lines were marked 
off horizontally on the cardboard "ruler", every fifth line 
being a long horizontal mark; in this way it waa easier to 
read the scale at a glance and to calculate the total number 
of lines on a page from the nearest fifth mark on the ruler, 
each fifth mark being numbered 5, 10, 15, and so forth. 
Since the distance between each line of print is fairly 
uniform in a particular book or article, this method of 
counting down the number of lines proved satisfactory. Thus 
the line of writing on every page was computed individually 
in this manner. 
Allowance was made for indentations and double spacing 
at the time the number of lines was being reckoned for each 
page. This was an approximation. For instance, if there were 
40 lines on a particular page, but the last line of a para-
graph was not flush with the right margin, the writer 
deducted from the total number of lines as shown by the ruler, 
the equivalent of the indentation and the unfinished line. 
In order to find the average number of words on one 
line, the total number of strokes on a typical line was 
divided by five, since the International Typewriting Contest 
Rules recognize that the average word contains five strokes. 
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Thus, the average number of words on one line was multiplied I 
by _ the total number of lines in the book or article to arrive! 
at the total number of running words. 
To arrive at the average number of words on a line, 
the number of strokes across a printed line which typified 
the average line was counted separately and the results 
divided by five (the average number of strokes in a word). 
The strokes of at least five and usually ten different lines 
on various pages were counted, totaled, and then averaged. 
For example, the totals of ten different lines on separate 
pages might be 53, 49, 53, 52, 53, 54, 53, 54, 53, 53 making 
a grand total of 527, which would be divided by the total 
number of lines sampled (10) making the average number of 
strokes on a line 52.7, and the average number of words 
10.5. Therefore, having counted separately the strokes on 
at least five to ten different lines on that number of given j 
pages, the number of average words was a wide enough 
sampling to make the figure reliable. 
The next step in computing the total number of running 
words in a book, was to multiply the total number of lines 
by the average number of words on a line. Therefore, if 
10.5 were the average number of words found on a line, this 
number would be multiplied by the grand total of lines as 
li determined by the measuring device in counting the lines of / 
,, 
11 each page. If there were 5, 000 lines in a book or article, 11 
45 
II 
______ ~i=-==t=h=i=s=n=u=m=b=e=r==o=f=l=i=n=e=s=w=o=u=l=d=b=e=m=u=l=t=i=p=l=~=· =e=d=b=y= t=h=e= a=v=· e=r=a=g=e====lf~===== 
number of words found on one line, such as l0.5, making the 
total number of running words 52 1 500. 
Whenever the print deviated from the type normally used 
in a book, the writer counted each word separately unless 
there were several sections employing this variant size type. 
In such a case, the total number of words was obtained by 
discovering the average number of words on a line (by the 
method previously described) and multiplying by the total 
number of lines, measuring wi.th a vertical scale especially 
constructed for this particular type. A new vertical ruler 
was constructed, therefore, for each book or article since 
the size of print differed from one periodical or book to 
the other. 
Whenever there was a word which was questionable at the 
time as to its relation to typewriting , the word was recorded, 
and later weighed. 
A total number of 510,801 running words :wa a inspected 
for this word study in typewriting. In a previous word study 
of aviation terms, Mr. Louis A. Leslie, Executive Secretary 
to the President, The Gregg Publishing Company, made the 
following statement in regard to the number of running words: 
I should say offhand that nothing less 
than 200,000 words of running material 
lvincent J. Ribaudo, A Word Study of Correspondence in a 
Selected Aviation Concern for the Purpose of Determining a 
Gregg Shorthand Vocabulary to Aid in Specialized Secretarial 
Training, Chap. I, p. 7B. Master's Thesis, School of 
Education, Boston University: 1947. 
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would give any kind. of validity and 
that actually you should have more 
like 500,000 running words. 
The uord frequency count itself ivas conducted by exam-
ining material on typewriting and by listing the words 
directly to master sheets st·~, :X: 11 11, and later transferring 
the tally to 3'~, :x: 5 11, filing ;ards. At first there was a 
master sheet for every letter of the alphabet, as well as a 
separate sheet for the parts of the machine. It was dis-
covered after some experience that some of the initial 
letters, becaus.e of their infrequent appearance did not need 
a separate sheet, such as the letters j, k , q, u, v, x, y, 
and z, these letters being combined on one sheet called 
'~,miscellaneous.'~, There was a separate sheet for the parts 
of the machine since these words were kept in a group by 
themselves. 
Writing the word itself did not constitute a count. A 
short vertical mark was made on. the master sheet following 
the vTOrd each time it i'las found in the running \tords. At_ 
the conclusion of reading a book or article, or as often as 
it vras deemed necessary, frequency marks or their totals 
were then transferred to the filing cards. The cards were 
filed alphabetically a ccording to t he Remington Rand filing 
rules. 
At the completion of the word frequency count, the 
tallies were totaled on each filing card and coded in the 
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this would signify that the word occurred 3 times in the 
methodology area, no frequency in the textbook area, and 
I 
four times in the periodical literature section. I 
In the tabulation of the completed word study, the words j 
were listed alphabetically followed by four tabulations 
under the headings M, !, P, and Total. The M represented 
il 
II 
I' the frequency count of words occurring in the methodology / 
books; the 1, for textbooks; the E, for periodical literature; /I 
and the fourth column was a compilation of the totals of the 
three separate divisions of the count. 
Parts of the machine and their functions were listed in 
a separate section, "Service Mechanisms of the Typewriter and 
Their Functions." The purpose of such a section was to bring 
to the attention of the reader the various titles given to a 
particular part of the machine. 
For instance, number 16 in this special section is the 
variable line spacer. In listing the various names given to 
the parts of the machine, there were five different titles 
encountered in the running words in relation to the variable 
line spacer--line space adjusting lever, variable line space 
adjuster, variable line-space bar, variable line spacer, and 
variable spacer. The frequency count was not listed in this 
particular section as the principal reason in~esenting this 
section was t o show the numerous titles designating the same 
I 
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part of the machine. 
Whenever the name of a machine part appeared in the 
general word list, it '\vas immediately followed by an asterisk 
and then the word count (the asterisk denoting the fact that 
it is a machine part and that its function is explained in 
the special section on service mechanisms of the typewriter). 
A colored pencil ., a pen, or lead pencil was used in 
tabulating the words from the master sheets to the filing 
cards so that the words would be classified according to the 
area in ..,thich they ,.,ere found. For instance, the pen was 
employed for recording words contained in the methodology 
area; a colored pencil was used for vi'Ords found in textbooks; 
' 
and a pencil was used in tabulating all periodical literature. 
At first a different color was used for each methods book 
and textbook so that, for example, the methodology area 
could be broken down into subdivisions shovling the exact 
source from which the word \'las tabulated, but from the 
standpoint of time and usefulness, this method of recording 
proved impracticable and was discontinued. 
In presenting this word frequency count and definitions, 
the follOiving objectives were the ultimate goals: 
1. A list of the \'fords pertaining to type'tttriting as 
found in the running words. 
2. A frequency count of such words listing the occur-
renee of each word as found in methods books, textbooks, and 
I 
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magazine articles on typewriting, as well as the total count 
of these three groupings. 
3. A special section listing the service mechanisms of 
the typewriter and the various names allocated to them as 
found in the reading running words. 
4. The purpose of the various parts of .the machine have 
been stated simply and briefly in order that the reader may 
have a better and more complete understanding of the functions 
of these parts. For example, it has been discovered that 
there is a general confusion among people as to the use of 
the variable line spacer and the ratchet release. Therefore, 
in examining the definitions of these terms, the reader will 
more readily understand which should be used in a particular 
instance. 
5. Definitions were not given for all words listed. 
Some words were self-evident and did not need to be clarified, 
the general meaning also applying to the field of typewriting. 
As an illustration, "addressing envelopes" although pertaining 
to typewriting, did not need to be explained. Such words 
were listed with their frequency count, however, in the 
general word list. The procedure of not giving definitions 
for all words was followed in the Dictionary of Psychology. 1 
We have omitted certain terms which seem 
self-explanatory--whose general popular 
meaning is adequate. 
1Howard c. Warren, Dictionary of Psychology, p. vii. 
Boston: Houghton Mifflin Company, 1934. 
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6. Not only were the roots of words given as found, 
but derivatives, as well, were listed separately. Such 
tabulations gave a more complete and nearly accurate picture 
as found in the running words. This method was employed by 
Dr. Horn in his word study. 1 
Each word form was tabulated separately. 
For example, mother, mother's, mothers, 
mothers' were recorded as four different 
words. This was felt to be necessary ••••• 
because there is a value in knowing the 
relative frequency with which these 
various forms were used. 
7. Stimulation for further research in the field. 
DELIMITATIONS OF THE STUDY: 
1. At times it was difficult to know whether a word 
was peculiar to typewriting inasmuch as there was an over-
lapping into one of the other bus iness subjects, such as 
shorthand, office practice, or bookkeeping. If, however, 
there was a definite connection between the term and the 
performance of typewriting, the word was recognized as 
typewriting terminology. As an illustration, the word 
"secretary" is a word which pertains to typewriting, as well 
as to shorthand and office practice; therefore, it was listedl 
in this study. 
1Ernest Horn, A Basic Writing Vocabulary--10.000 Most 
Commonly Used Words in Writing,p.21. University of Iowa 
Monographs in Education, 1936. 
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Fairchild found this situation to be true in a~text 
which he edited. 1 
••••• Sociology, as a comprehensive study 
must necessarily overlap several more 
specialized fields, such as those of 
anthropology, economics, psychology, 
political science, statistics and history. 
It was not possible to set up any dividing 
line nor to work out an inclusive formula 
that will prescribe exactly how far into 
each of these domains it is expedient to 
go. 
2. Words were not always used together in the count as 
found in the running words. For example, the term "business 
letter" was tabulated as two separate words, one count for 
the word "business" and another for the word "letter." Also 
the word 11 the t1 was disregarded in the running words, so that 
the term "addressing envelopes" was classified together with 
"addressing the envelopes." 
3. A word may have more than one connotation. The 
tt... · fl f 1 f th t f . word LJype; , or examp e, may re er to e ac o typewriting 
or to the bype bars which print the material. 
4. There is bound to be subjectivity in the selection 
of words no matter how thoroughly and carefully the research 
has been analyzed. Some words which appeared as typewriting 
words on one occasion might not have been so classified at 
another time. As the word list increased, it became more 
complex; therefore, the subjectivity of terms became 
increasingly pronounced with additional running words. 
1Henry P. Fairchild, Dictionary of Sociology, Preface. 
New York: Philosophical Library, 1944. 
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CHAPTER IV 
RESULTS OF THE 
WORD FREQUENCY STUDY 
AND DEFINITION OF TERMS 
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IN TYPEWRITING METHODOLOGY 
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The findings of the word study will now be presented. 
List I contains the names of the parts of the machine, 
the various titles given to each mechanism as found in the 
running words, and the purpose of each part. 
List II contains the list of typewriting words, their 
frequency count, and definitions. 
Mechanism 
1. Alignment scale 
Cylinder scale 
Line scale 
Paper guide scale 
Platen scale 
2. Backspace key 
Backspacer 
Bail 
Paper bail 
Paperhold bail 
Paperholder bail 
LIST I 
Purpose 
To check paper alignment; by 
inspecting the position of this I 
scale under a printed letter it 
will aid in realigning paper for i 
an insertion or correction. 
To bring the carriage to a i 
desired position by moving it 
to the right one space at a 
time; used especially for in-
serting omitted letters or 
characters, crowding letters, 
backspace-centering, and 
tabulating. 
I To hold the paper firmly against ! 
the platen. May be used as a I 
means of proofreading by having 
the paper bail below each line 11 
of writing. 
II 
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4. Bar 
Space bar~ 
5. Basket 
Key basket 
Type basket 
6. Bell 
7. Card and envelope guide 
Card and label holder 
8. Carriage 
9. Carriage frame pointer 
Carriage point 
Pointer 
Printing point indicator 
10. Carriage knob 
Cylinder knob 
Knob 
11. Carriage lever 
Carriage return 
Carriage throw 
Carriage-throw lever 
Lever 
Line space lever 
Line spacer 
Return lever 
12. Carriage pointer scale 
Carriage scale 
Centering scale 
Front scale 
Margin scale 
Scale 
13. Carriage rails 
14. Carriage release 
Carriage release lever 
To space between letters, words, 
figures, and symbols· by moving 
the carriage to the left one 
space at a time. 
To hold all the type bars. 
To ring six to eight spaces be-
fore the keys lock against the 
right marginal stop. 
To hold envelopes, labels, or 
cards in place while typing. 
To move that part of the type-
writer which runs back and forth 
on a groove. 
To indicate on the scale the 
printing position of a key. 
To twirl the cylinder for inser-
tion or removal of paper; one at 
11 
each end of platen. 
To bring the carriage back to th~ 
left margin and to space auto-
matically between lines. 
To show exact printing position; 
helps in setting margins. 
Grooves on which the carriage 
slides back and forth. 
To release the carriage so that 
it may be moved left or right; 
one on eacp side of carriage. 
I 
15. Carriage stops 
·Stops 
Tab stops 
Tabs 
Tabulator stop settings 
Tabulator stops 
il 
Device on keyboard for stopping II 
the carriage at predetermined I' 
points on the scale for paragraph 
indentations and tabulations. 11 
16. Line space adjusting lever 
Variable line space 
To change the line of writing 
to any desired spacing between 
lines. Example: Typing on 
ruled lines. 
'I 
I 
17. 
18. 
adjuster 
Variable line-space bar 
Variable line spacer 
Variable spacer 
Clamps 
Paper cJ:amps 
Paper fingers 
Clear key 
Tab clear key 
Tabulator clear 
Tabulator clear key 
Tabulator-stop clear key 
19. Cylinder 
Cylinder roll 
Cylinder roller 
Platen 
Roll 
Roller 
Rubber roll 
Rubber roller 
20. Decimal-key tab 
Decimal tab 
Decimal tabulator 
I 
Movable feed rolls which are I 
placed on each side of the paper 
to hold it in place. I 
To clear all tabulator stops 
automatically from the rack by 
moving carriage back and forth 
while holding down the "clear" 
key; on some machines tabulator 
stops may be cleared by pressing 
down the "clear" key for each 
stop. 
a. To turn the paper into the 
machine. 
b. To provide a base upon which j 
to· type. 
To indent the carriage at a 
certain decimal position by 
pressing a particular decimal 
key (units, tens, or hundreds, 
etc.) without spacing it out 
each time. 
I 
I 
I 21. Feed rolls To facilitate the insertion of 
paper into the machine. Small 
rolls beneath the platen. I 
I 
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22. Guide 
Lateral paper guide 
Marginal side guide 
Paper-edge guide 
Paper guide 
Paper side guide 
Side guide 
23. Guide keys 
Home keys 
24. Key bars 
Type bars 
25. Key caps 
26. Key-set tabulator rack 
27. Keyboard 
28. Keys 
To guide the left side of the 
paper into the machine; if guide 
is correctly placed it aids in 
centering the typing. 
Usually the second row of keys 
from the bottom of the keyboard; 
this is the approximate position 
over which the fingers hover 
when not typing. 
Bars to which letters and figures 
are attached so that they may 
print when the keys are struck. 
a. To cover the top of each key 
on the keyboard. b. To identi 
the keys. 
A bar at rear of machine behind 
paper rest to hold the tabulator 
stops. 
That part of the typewriter 
which includes the keys, space-
bar, margin release, tabulator 
keys, backspacer, and shift keys 
Small levers which, when struck, 
produce printed letters or 
numbers. 
29 • . Lateral paper guide scale To determine the position of the 
lateral paper guide. 
30. Line indicator 
Line space gauge 
Line space mechanism 
Line space regulator 
Line space selector 
Spacing lever 
Spacing mechanism 
To space lines for single, 
double, or triple spacing. 
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31. Line lock relepse 
Margin release 
Margin release lever 
Margin-stop release 
Marginal release 
32. Line-space disengaging 
lever 
Line space ratchet 
release 
Ratchet release 
33. Lower case 
34. Machine 
35. Magic margin lever 
36. Margin stop 
Margin stop bar 
Margin stop lever 
1'-1arginal stop 
37. Paper-bail rolls 
38. Paper-holder bail lever 
39. Paper release 
Paper release key 
Paper release lever 
Release 
40. 
Release lever 
Ratchet 
Ratchet 1tlheel 
Ribbon feed release 
Ribbon reverse 
Ribbon-winding lever 
To release either the left or 
right margin. 
a. To adjust line of writing 
temporarily without the neces-
sity of resetting the original 
line. Example: To write the 
equal sign, degree symbol, 
superior numbers, etc. 
b. To type inserts between 
lines. 
Any keys set on the lower half 
of the type bars; small letters, 
not capitals. 
A typewriter for writing letters 
and characters resembling 
printer's type. 
To set the margins; a Royal 
typewriter automatic margin-set 
device. 
To set the beginning point and 
the length of line. 
To hold the paper in position; 
the two rubber rolls on the 
paper bail should be placed so 
as to divide the paper approx-
imately in thirds. 
To adjust the paper bail. 
To remove pressure from roller 
to that paper may be removed or 
altered. 
a. To wind ribbon by hand when 
necessary. b. To change 
direction of ribbon. 
I 
I 
I 
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41. Ribbon 
42. Ribbon carrier 
Ribbon guide 
Ribbon holder 
43. Ribbon change lever 
Ribbon control 
Ribbon control key 
Ribbon key 
44. Ribbon cut-out 
Ribbon indicator and 
stencil lever 
Ribbon position indicator 
Ribbon selector 
45. Ribbon spool 
Spool 
Spool lever 
46. Ribbon spool cover 
47. Rubber foot 
48. Shift 
Shift key 
49. 
50. 
Shift lock 
Shift lock key 
Spool cup 
,I 
II 51. Stencil cut-out 
Stencil lever 
11 
I 
To produce print on paper when 
struck by the type bars. 
To hold ribbon in place at 
printing point. 
a. To change direction of 
ribbon from left to right and 
vice versa. b. To prevent 
winding by hand. 
To produce red typing on the 
upper half of the ribbon; to 
produce black typing on the 
lower half of the ribbon; or to 
disengage the ribbon for sten-
ciling. For ordinary typing it 
is desirable to use the lower 
half of the ribbon. 
To keep ribbon winding and in 
place. 
a. To prevent ribbon from 
rising from spool. b. To 
protect from dust. 
Pedestals upon which the machine 
rests upon the table. 
To use upper case keys--capital 
letters and characters. System 
of opposites: the left shift 
key is used for keys struck 
with the right hand, and vice 
versa. 
To make several consecutive 
upper case characters such as 
capital letters, symbols, and 
underscoring. 
Receptacle into which the 
ribbon spools sit. 
To cut stencils by disengaging 
the ribbon so that keys strike I 
the stencil directly rather than l 
touching the ribbon. 1 
I 
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52. Palm tabulator key 
Tab bar 
Tab key 
'rabulating bar 
Tabulating keys 
Tabulator 
Tabulator bar 
Tabulator key 
53. Tabulator set 
Tabulator set key 
Tabulator-stop set key 
54. Thumb piece 
Thumb rack 
55. Touch control 
56. Type bar guide 
Type guide 
To indent for paragraphs and 
tabulations. 
To set tabulator stops. 
To control movement of carriage 
as carriage release is being 
depressed. 
To adjust tension of keys 
according to the touch of the 
typist. 
To indicate the point at which 
the type strikes the paper. 
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LIST II 
!1 I p Total Definition 
Absentee-teacher Sometimes referred to 
plan 0 0 1 1 as the 11;windo\'t glass 
method of teaching 11 in 
which the person has 
charge of two classes 
at the same time, watch-
ing one class while 
teaching a second class. 
Accelerate 1 0 0 1 To quicken one's rate 
of typing speed. 
Accelerated 0 0 1 1 See: ACCELERATE. 
Acceleration 3 0 0 3 See: ACCELERATE. 
1 
Accuracy 167 109 87 363 Freedom from error. 
\ Accurate 0 14 0 14 See: ACCURACY. 
Accurately 0 10 l 11 See: ACCURACY. 
I Acoustical machines 0 0 1 1 Auditory business 
machines, such as voice-
II 
writing and transcribing 
machines. 
Address an envelope 0 8 0 8 
Address envelopes 1 4 l 6 
Addressed envelopes 2 0 0 2 
Addressee 0 6 1 7 The person to whom the 
message is addressed. 
Addressees 0 4 0 4 See: ADDRESSEE. 
: Add.re a sing envelopes 41 7 14 62 
Addressing of 
envelopes 3 0 0 3 
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M 1 p Total Definition 
Addressograph 0 0 1 1 An addressing machine 
either electrically or 
manually operated 
tl1rough which metal 
plates with printed 
names and addresses run 
in mass production. It 
is used for addressing 
envelopes, cards, 
monthly bills., checks., 
inside addresses on 
form letters, etc. 
Adjacent key errors 1 0 0 1 Confusion as to the lo-
cation of adjoining 
letters qn the __ keyboard, 
such as .!! and d. 
Adjacent letter 
drill 0 0 1 1 An exercise to improve 
finger dexterity; 
usually performed on the 
second row of keys, but 
may be performed on any 
row. Example: 
asdfghjkl;lkjhgfdsa 
Adjacent-l-etter 
drills 1 0 0 1 See: ADJACENT LETTER 
DRILL. . . 
Adjacent letters 0 1 0 1 Two letters which are 
side by side on the 
keyboard. 
Align 5 2 1 8 To straighten the line 
of writing so that the 
upper and lower case 
keys are on an even 
line of writing. 
Aligned 1 2 1 4 See: ALIGN. 
Aligning 8 3 0 11 See: ALIGN. 
Alignment 28~; 2. 4 34 See: ALIGN. 
Alignment scale* 0 1 0 1 
I 
I 
_____ I 
Alphabetic sentence 1 21 
Alphabetic sentences 3 21 
Alphabetical 
sentences 
Ampersand 
Anticipation of 
letters 
Aprons 
Arc stroke 
Arch 
Arched 
Attention clause 
4 
0 
1 
3 
1 
0 
1 
0 
0 
0 
2 0 
2 0 
0 6 
~ Total 
0 
2 
0 
0 
0 
0 
1 
0 
0 
0 
22 
26 
4 
1 
1 
3 
2 
2 
2 
6 
Definition 
A sentence containing 
every letter or nearly 
every letter of the 
alphabet. Used primarilYj 
for keyboard review and 1 
the development of typing 
control. I 
See: ALPHABETIC SENTENCE. 
. l 
See: ALPHABETIC SENTENCE. 
I 
The character & for and 
on the upper case of -the 
#7 key on the standard I 
keyboard. 
Expectation and readines J 
for a letter to be calle~ 
in an orally-conducted 
'drill or in contextual 
material. 
Keyboard shields to pre-
vent a typist from being 
able to look at the keys 
Slots in the shield 
permit finger movements. 
The curved position of 
the fingers as they hit 
the keys; such a positio 
is the natural curvature 
of the fingers. 
See : ARC STROKE • 
See: ARCH. 
A phrase which is in-
d.ented or centered in a 
business letter between 
the inside address and 
the salutation; used to 
attract the attention of 
a certain person within 
the firm 1 the letter 
being addressed to the 
firm in eneral. 
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Attention line 0 5 4 9 See: ATTENTION CLAUSE. 
Attention lines 0 0 1 1 See: ATTENTION CLAUSE 
Attention notice 1 0 0 1 See: ATTENTION CLAUSE. 
Audograph 0 0 1 1 A commercial dictating 
and transcribing machine 
Auto-typists 0 0 1 1 Electrically-operated 
typewriters primarily 
used when several 
original copies of a 
letter or manuscript are 
desired. The machines 
type from master rolls 
similar to player-piano 
rolls. 
Automatic 3 5 1 9 Lack of conscious 
attention. 
Automatic push button 
type,'lri ter 0 0 1 1 A form of automatic 
typewriter whereby 
push buttons designate 
selected paragraphs 
to be typed. 
Automatic typewriter 0 0 2 2 A machine which is 
pneumatic but run by 
electricity. 
Automatic typewriters 0 0 1 1 See: AUTOivTATIC TYPE-
WRITER. 
Automatically 0 0 1 1 See: AUTOr~IATIC. 
Automatization 45 0 9 54 To type automatically, 
as a oneness 1 vri thout 
conscious attBntion to 
the loca tion of the 
keys on the keyboard. 
Automatize 4 0 1 5 See: AUT OIYIAT IZAT I ON. 
Automatized 16 0 1 17 See: AUT OiviATIZATION. 
Automatizes 2 0 0 2 See: AUT OI-1ATIZATION II 
II ~ 
II 
II II 
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I Back - or 
I feeding 
the chain-
method 0 0 
Back sheet 6 0 
Backing sheet 1 9 
Backspace 5 22 
Backspace-center 0 0 
Backspace-centering 0 0 
Backspace keY* 
Backspace method 
Backspaced 
Backspacer* 
9 
0 
1 
4 
0 
0 
17 14 
P Total 
2 2 
0 6 
0 10 
2 29 
4 4 
6 6 
l 14 
4 4 
0 1 
2 33 
Definition 
A process of inserting and 
removing an envelope f'rom 
the machine at the same 
time. Af'ter one envelope 
has been typed, a blank on 
is inserted behind the 
cylinder and vrith one twir 
of the knob, the type-
written envelope drops out 
of the machine, and the 
blank envelope is fed 
into it. 
The second of two sheets 
inserted into the type-
writer at the same time; 
it protects the rubber 
roller and improves the 
imprint on the top sheet. 
A heavy manila sheet 
attached to a stencil. 
To return the carriage 
to the right one space at 
a time. Used especially 
for omitted letters or for 
those which were not 
struck hard enough; also 
used for crowding or 
spreading letters. 
To center by means of' the 
backspacer. The printing 
point is at the center of' 
the paper, and the back-
spacer is depressed once 
for every two strokes. 
See: BACKSPACE CENTER. 
See: BACKSPACE CENTER. 
See: BACKSPACE. 
I 
I 
II 
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I Backspaces 
Backspacing 
Bail* 
Balanced stroking 
exercise 
Ball-shaped 
burnisher 
Bar* 
Baronial 
Il.f 1: 
2 0 
3 
0 
1 
0 
1 
1 
2 
0 
1 
l 
stationery 0 2 
0 Basic core skill 0 
Basket* 1 0 
Bell* 
Bell-conscious 
Bi-colored ribbon 
Billhead 
46 14 
6 0 
1 0 
0 2 
Total Defini.tion p 
0 
1 
0 
2 See: BACKSPACE. 
0 
0 
1 
0 
2 
4 
5 
2 
1 
1 
3 
2 
2 
5 
2 62 
0 6: 
0 1 
0 2 
See: BACKSPACE. 
Drills whereby both hands 
are us_ed congruently. 
A slender glass rod with 
a round end. On some 
stencils the error is 
first rubbed with the end 
of the burnisher (thus 
closing the pores . of' the 
stencil by spreading the 
wax) before applying the 
correction fluid. 
Paper ·which measures 
5-i" x st." 
A subject around vrhich 
other subjects evolve. 
Example: Typewriting is 
a basic core skill in the 
business department since 
shortha.'1.d, office practice, 
and bookkeeping center j 
around it. 
A tv-ro-colored ribbon, . the 
upper half usually black 
blue, and the lower half 
red. 
An invoice. 
I 
or 
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Billing machines 1 1 0 2 The purpose of such a 
machine. is to make 
multiple copies of a 
bill; it has a type-
writer keyboard. 
Blan_lt keyboard 2 0 0 2 The lceys of such a key-
board have been covered 
so that they are not 
visible to the typist. 
Blank keyboards 1 0 0 1 See: BLANK KEYBOARD. 
-
Blank keys 8 0 0 8 See: BLANK KEYBOARD • 
Blindfolds 1 ' 0 0 1 A device formerly used 
to cover the eyes o:f th 
tyPist in presenting th 
keyboard. 
Block 14 24 1 39 A style of writing 
whereby no line of' 
writing is indented. 
Block complirnentar y A closing which is 
closing 0 2 0 2 flush with the left 
margin of a letter. 
Block inside address 0 4 0 4 An inside address which 
is flush with the left 
margin of a letter. 
Block paragraph 0 3 0 3 A paragraph which is no 
indented. 
Body 0 16 0 16 The message of the let-
ter. 
Bond paper 1 0 0 1 Stationery distinguishe 
by a watermark imprinte 
in the paper. 
Budget 1 7 0 8 A project to be done, 
usually within a limite 
time. 
Budgets 2 3 0 5 See: BUDGET. 
Burnish error 
Business 
Business education 
Business envelope 
size 
Business size 
envelope 
Business si zed 
envelope 
Cablegrams 
Call the throw 
Carbon 
P Total 
0 1 0 1 
51 71 72 194 
0 0 1 1 
0 0 1 1 
1 0 0 1 
1 0 0 1 
3 0 0 3 
0 0 1 1 
9 9 10 28 
Definition 
To rub out a mistake on a 
stencil with the aid of a 
glass rod or burnisher. 
A more all-inclusive term 
than commerciai education 
Refers to teaching 
methodology in the busi-
ness field. 
An envelope measuring 
6-in, X 3 5/8 • " 
The two common sizes are 
#6 3/4 ~6 3/4 x 3!11 ) and 
f/: 10 ( %'._, X 4i11. ) • ·· -
~ 
See: BUSINESS SIZE 
ENVELOPE. 
A message similar to a 
telegram but sent out of 
the country (with the 
exception of _Alaska, 
Canada, and Mexico) • 
. 
An oral exercise wher eby 
the t eacher ha s t he clas s 
throw their carriage in a 
unison drill. 
Generally divided into 3 
classifications ~ccording 
to the amount of carbon o 
the paper : the ha r d-
c oa ted for the ha rd touch ; 
t he medium-coated for the 
average touch; and the 
soft-coated for the light 
touch. Manufactured in 
various styles and colors, 
a s "lftTe l l . 
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. ~ 
-· Carbon copies 20 14 8 42 Duplicates of an original 
typewritten sheet made by 
m.eans of carbon paper. 
Carbon copy 33 34 5 7~ See: CARBON COPIES • 
Carbon pack 1 0 0 1 A number of carbon sheets 
and paper inserted into 
the typewriter at the 
same time. 
Carbon packs 1 0 0 1 See: CARBON PACK. 
Carbon paper 34 9 8 51 See: CARBON. 
Car bon sheet 12 4 0 16 The carbon copy or the 
duplicate produced by 
carbon paper. Also called 
the second sheet. 
Carbon sheets 12 5 0 17 See: CARBON SHEET. 
Carbon stack 0 5 0 5 See: CARBON PACK. 
Carbons 11 22 1 34 See: CARBON COPIES. 
Card and envelope 
guide* 1 0 0 1 
Card and label 
holder* 1 0 0 1 
11
,Care ofn 0 3 0 3 A phras.e (usually in the 
lower left corner of an 
envelope) written in care 
of another person to 
insure that the addressee 
receive the message. It 
is used especially when a 
person has not hecome "\'telJ 
kno\ill at a particular 
address. Also written 
"c/o." 
j Carriage* 160 101 21 282 
I Carriage frame 
I. pointer* 6 - ~ 0 0 6 :~ 
II -~+ I 
' 
'I 
I 
I 
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--Carriage frame 
pointers* 2 0 0 2 
Carriage knob* L 3 0 4 
Carriage levei"* 0 1 0 1 . 
Carriage locked 0 2 . 0. 2 . A point at which the 
Qarriage has reached the 
end of the line so that 
the keys cannot print. 
Carriage point* 0 1 0. l _ 
Carriage-pointer 
scale* 0 0 1 1 
Carri.§:ge rails l 1 0 2 
Carriage release:lt' 18. 12 0 30 
Carriage release 
lever* 1 0 0 1 
Carriage return* 37 4 4 45 
Carriage return 
lever* 22 a 1 3.1 
Carriage return 
levers:* . 2 0 0 2 
Carriage-returns 9 0 4 13_ Throwing of the carriage 
to the right. 
Carriage scale.* 4 0 0 4 
Carriage stops* 1 0 0 L 
Carriage throw* 13 3 5 21 
Carriage-throw 
lever* 0 0 1 1 
Carriage throwing 0 0 1 1 See: CARRIAGE~RETU~~S. 
I' Carriage throws 2 0 0 2 See: CA&qiAGE-RETUffi~S. 
II Carriages* 4 0 0 4 
·~~ 
i 
II 
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Center 12 7 0 19 a. To place a typewrit~ 
ten copy on a page so 
that the left and right 
margins are even 
(horizontal centering). 
b. To arrange a type-
written page so that all 
margins are even 
(horizontal and vertical 
centering ). 
Center point 0 2 0 2 The middle of a sheet of 
paper wherein the print-
ing indicator would be 
at 42 for pica type and 
50 for elite type. 
Centering 14 5 0 19 See; CENTER. 
Centering scale* 1 0 0 1 
Central 4 0 0 4 See: CENTER POINT. 
Central point 0 8 0 8 See: CENTER POINT. 
Chain back-feed 1 0 0 1 See: BACK - OR THE CHAD-
FEEDING METHOD. 
Chain feed 0 0 1 1 See: BAC K - OR THE CHAD-
FEEDING METHOD and 
CHAIN FRONT FEED. 
Chain-feed envelopes 3 3 0 6 See: BACK - OR THE CHAD i-
FEEDING METHOD. Also 
CHAIN FRONT FEED. 
Chain feeding 1 4 1 6 See: BAC K - OR THE CHAII-
FEEDING METHOD and 
CHAIN FRONT FEED. 
Chain front-feed 1 0 0 1 See: CHAIN FRONT 
FEEDING. 
I! 
M 
Chain front feeding 3 
Chalk talk 1 
Chalk talks 
Clamps* 
Change ribbon 
2 
0 
9 
Change ribbons 8 
Changing the ribbon 6 
Changing ribbons 0 
Changing typing 
ribbon 6 
1: 
0 
0 
0 
3 
1 
1 
0 
0 
0 
.. 
P __ Total 
0 
0 
0 
0 
3 
1 
2 
3 
0 10 
2 11 
0 6 
l . 1 
0 6 
Definition 
a. A method of inserting 
a card~ label or envelope 
into the front of the 
macbine by means of a 
folded piece of paper 
which forms a pocket. 
The paper remains in the 
typewriter and each piece 
of material is placed in~ 
the pleat~ and after 
typed, the platen is 
twirled forward thereby 
releasing the article 
and making the pleat_. 
visible for the next 
article. b. A method of 
removing one typewritten 
envelope as the b1ank one 
is being inserted into 
type\'lri ter. After one 
been typed 7 the twirl of 
the cylinder is reversed 
so ·that only the top of 
that envelope is still 
visible. A blank envel 
is then inserted behind 
top of the typewritten 
envelope; it is typed and 
removed by the reverse 
twirl of the cylinder. 
Blackboard illustrations. 
See: CHALK TALK. 
To revers.e the position 
of the ribbon 7 or to put 
different ribbon onto the 
machine. 
See: CHhl~GE RIBBON. 
See: CHANGE RIBBON. 
See: CHANGE RIBBON. 
See: C RANGE RIBBON. 
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Changing typing See: C HAl\IG"E RIBBON • 
ribbons 2 0 0 2 
Character 8 1 1 10 A symbol such as the 
exclamation point made up o 
the apostrophe and period (!), the equal si~ made up 
of .. two hyphens (: , the 
inch sign expressed by 
quotation marks ( " ), etc. 
Characters 39 24 0 63 See: CHARACTER. 
Check protector 0 1 0 1 A mechanical device which 
perforates the amount of th 
check to prevent a change 
being made on the t ypewritte 
or handwritten amount. 
Clawing stroke 1 0 1 2 A snatching stroke of the 
fingers with a quick re-
lease or get-away, such as 
the tiger stroke or the 
snatch stroke. 
Cleaning fluid 0 l 0 1 A liquid to clean the type 
bars and platen. Must be 
used sparingly and accordin 
to prescribed directions. 
Clear keY* 0 l 0 l 
Clea r keys* 0 l 0 l 
I 
Clerical training 0 0 8 8 Instruction and preparation 
for office work--duplicatin 
type'ivri ting , telephoning , 
f i ling , and some emphasis o 
transcription (although in 
many types of courses 
transcription would be 
included in the secretarial 
training instead). 
I 
11 Clerical 'ivork 0 0 6 6 See: CLERICAL TRAINI NG. 
0 1 0 1 See: CLOSED PUNCTUATION. 
1
c1ose style 
! 
i 
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M T 
Closed punctuation 18 
Columnar tabulation 1 
Co~~ercial 43 
Commercial education 6 
Commercial sized 
envelope 
Commercial teacher 
training 
institutions 
Competencies 
0 
1 
0 
Complimentary close 12 
Complimentary closingO 
Complimentary 
closings 
Compose 
0 
1 
5 
0 
0 
0 
2 
0 
0 
5 
8 
4 
2 
P Total 
0 23 
0 1 
5 48 
0 6 
0 2 
0 1 
1 1 
4 21 
0 8 
0 4 
0 3 
Definition 
The various parts of the 
letter are follo'Vred by a 
mark of punctuation a t t 
end of the lines (except 
the body of a letter)--
the date, inside address , 
attention line, salutatiom, 
and complimentary close. I 
Symmetrical set-up of 
columns. 
Thi s t erm i s being 
repl aced in present-day 
i:,E)r,mi.noJogy by the t e rm 
b'l.xsines s which is con-
sidered more all-
inclusive. 
See: BUSINESS EDUCATION. 
-
An envelope which 
measures 6t". x 3 5/8." 
-A school which prepa res 
people for the teaching 
pr,ofession. The .term 
business teacher educatio 
institution is the 
preferred term in the 
present-day terminology. 
Proficiencies or skills. 
A phrase at the close of 
~ . business . letter, such as 
Sincerely yours, etc. I 
See: COMPLIMENTARY CLOS 1 • 
See: C ffi·!PLIMENTARY CLOS I, 
See: COMPOSING AT THE 
MACHINE. 
I Composing 6 8 0 14 See: COMPOSING AT THE 
73 
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Composing at the To type one's thoughts 
machine 2 1 0 3 immediately -rather than 
to construct an outline 
and then type from that. 
Composing at the See: C01Y!POSING AT THE 
typewriter 0 0 2 2 MACHINE. 
Concentration drills2 0 0 2 Control exercises contain-
ing difficult combinations 
so that the typist must 
give undivid.ed attention. 
Concomitant traits 0 0 l 1 See: INCIDENTAL LEARNING. 
Confirming the A written copy verifying 
telegram 0 1 0 1 the telegram. 
Confirmation 0 l 0 1 See: CONFIRMING THE TELE-.. 
GRAIY1. 
Continuity copy 6 0 0 6 Uninterrupted material on 
the same subject. 
Continuity copy See: CONTINUITY COPY. 
-
writing 1 0 0 1 
Continuity of Fluency of motion. 
movement 0 0 1 l 
Continuity writing 8 0 l 9 See: CONTINUITY COPY. 
.. 
Control 48 27 0 75 Ability to regulate speed 
with accuracy. 
Controls 0 0 1 1 See: CONTROL. 
Controlled class A lesson which is used for 
period 0 0 1 l experimental purposes under 
certain predetermined 
conditions. 
Conveyance 0 0 l l A means of transferring 
ownership on a legally-
drawn paper. Used in. 
legal type\gri tlng. 
Conveyancing 0 0 3 3 See: C ONVEYAl"''CE. I 
I 
Ji 
I 
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Cooperative work 
program 
Copy paper 
Copyholder 
Copy holders 
Copying speed 
Copying test 
Copying tests 
Core skill 
Cwpm 
Correction ~luid 
Correspondent 
Correspondents 
Crayola 
M I ~ Total 
1 0 0 1 
0 1 0 1 
9 8 11 28 
12 
5 
10 
10 
0 
0 
0 
4 
2 
7 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
1 13 
0 5 
1 11 
0 10 
3 3 
7 
4 
0 
0 
0 
7 
4 
4 
2 
7 
De~inition 
A system of having stu-
dents work part time in 
an accepted business firm 
under school supervision 1 
for the purpose of puttin, 
theory into practice. 
Stationery used for carbon 
copies with the letters 
C 0 P Y written in large 
letters across the top. 
A device to hold a t .ext-
book or notebook nearer 
the eye level of the 
typist. 
See: COPYHOLDER. 
Rate at which a person 
~ypes. straight copy mater:lll 
al rather than the rate a 
which he sets up letters 
or ·· tabulations. 
Material to discover one' 
tyPing ability from 
straight copy. 
See: COPYING TEST. 
See: BASIC CORE SKILL. 
Correct '\'lords per minute. 
A· liquid to cover errors 
made on a stencil 
A··person with whom one 
writes. 
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Crescent thumb 0 2 0 2 A cir.cular motion of 
thumb used in flicking 
the spacebar. 
Crescent-thumb stroke 0 2 0 2 See: CRESCENT THUMB • 
Cross reference 0 2 0 2 A sheet made out under 
a second likely name or 
subject or under a sec 
mentioned name or subj 
within the material to 
insure finding the 
material under one of 
the two names. 
Crowd 4 5 0 9 To ins.ert a certain 
number of letters wit 
a fe\'ler number of space 
Example: 5 letters .int 
4 spaces, such as cro\id. 
Crowded 0 2 0 2 See: CROWD. 
Crowding 14 11 3 28 See: CROWD. 
Cruising speed 1 0 0 1 The "law of average 11, 
rate:over an extended 
period of time • 
Current date 0 . 16 0 16 The day of writing. 
Today's date. 
Curvature 0 0 1 1 See: ARC STROKE. 
Cut characters 0 1 0 1 Letters or characters 
which have been partly 
cut off due to faulty 
shifting or poor timing 
in striking the keys. 
Cut stencils 6 1 0 7 To type stencils thereb 
cutting the impression 
of the keys on the 
stencils. 
Cutting stencils 18 6 4 28 See: CUT STENCILS. 
Cylinder· 1 0 0 1 A transcribing record. 
Cylinder* 19 9 0 28 
II 
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cylinder knob·~ 
Cylindel"' roll * 
Cylinder roller>'l~ 
Cylinder rollers-lr 
Cylinder scal e-il-
Cylinder scales* 
Cylinder transcrip-
15 
1 
8 
2 
8 
4 
T 
,. 
4 
0 
0 
0 
0 
0 
tion 1 0 
i 
I 
Cylinders* 
Cylindrical rubber 
foot* 
Cyclometer 
I Dance 
I Data 
on the lceys 
sheet 
Date 
Date line 
I Day letter 
I 
' 
11Dead" k.eys 
9 
1 
1 
0 
0 
2 
0 
0 
0 
1 
6 34 
3 
0 
0 
0 
1 
0 
P Total 
5 24 
0 l 
0 8 
0 1 
0 11 
0 1 
0 
1 
0 
1 
1 
1 
0 40 
2 
0 
1 
5 
1 
1 
Definition 
Typing dictation from an 
auditory machine, such as 
the Dictaphone and 
Ediphone. 
A meter attached to a 
ty'Pevrri ter to measure the 
number of strokes per-
formed. by the typist. 
Very often. salaries are 
based upon production 
rates in typing pools. 
1 Excessive finger motion. 
See: PERSONAL DATA SHEET I 
A form of telegram (a 
deferred day service), 
the initial rate being 
based on a minimum of 
50 words. 
Keys which are silent and ! 
do not move the carriage 
until another symbol is lj 
struck to complete the I 
character. __j 
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I ~ecimal-key tab* 0 0 1 1 
Decimal tab* 4 0 1 5 
Decimal tabul.ator* 0 l 0 1 
Decimal_ tabulators* 0 0 1 1 
Decimal tabs* 0 0 1 1 
Delete 0 1 0 1 To erase, or to remove fro 
the copy. 
Demonstrate 52 0 15 67 To illustrate by doing. 
Demonstrated 9 0 4 13 See: DEHONSTRATE~ 
Demonstrates 27 0 0 27 See: DE:MONSTRATE. 
Demonstra ting 17 0 2 19 See: DEMONSTRATE. 
Demonstration 98 0 16 114 See: DEMONSTRATE. 
-
Demonstrations 1 0 3 4 See: DEMONSTRATE. 
Demonstration desk 8 0 0 8 A desk upon which a type-
writer rests so that the 
instructor may illustrate I his points to the class 
by means of the machine. 
Demonstration A typewriter which is 
machine 8 0 2 10 usually in full view of 
the class so tha t the 
teacher may put theory 
into practice so that the 
pupils will have a better 
understanding of the 
lesson being presented. 
j Demonstration plat-
form 0 0 1 1 A ros.trum equipped with a 
I! typewriter and deslr or table. See: DEMONSTRA-TION l~C HINE also. 
II Demonstration stand 7 0 1 8 See: D~IONSTRATION DESK. 
1/ 
I! t 
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II 
Demonstration 
. table 
Demonstration 
typewriter 
Demonstrators 
Device 
Devices 
Dexterity 
M 
3 
8 
1 
11. 
13 
exercises 1 
Diagnostic 2 
Diagnostic error 
charts 2 
Diagonal 0 
Diagonal stroke 0 
Dictaform 1 
Dictaphone 3 
Dictating 1 
T 
0 
0 
0 
0 
0 
0 
0 
0 
2 
2 
0 
0 
0 
P Total 
1 4 
1 9 
1. 2 
0 11 
0 13 
0 
0 
0 
0 
0 
0 
1 
0 
1 
2 
2 
2 
2 
1 
4 
1 
Definition 
See: DEMONSTRATION DESK. 
See: DEMONSTRATION 
MACHINE. 
A method, tool, or con-
trivance used for teaching 
purposes. 
See : DEVICE • 
Exercises to develop co-
ordination and facility of 
stroking. See: EXPERTS 
RHYTHM DRILL and ADJACENT 
LETTER DRILL. 
The careful, critical 
evaluation of one's work. 
The resul t .s of such an 
analysis serve as a basis 
for remedial work. 
The symbol (/) is used for 
noting insertions and for 
writing fractions, such as 
7/8. 
See : DIAGONAL. 
A loose-leaf book containin 
form l .etters and paragraphs 
which have been labeled and 
stored for future use. 
A dictating and transcribin . 
machine containing three 
units as does the Ediphone. 
See EDIPHOI\lE. 
I 
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Dictating machine 8 
Dictating machine 
transcribers 1 
Dictating machines 1 
Dicta tion 
Dictator 
Dictators 
Direct dictation 
Direct process 
duplicator 
Ditto 
Ditto blackout 
fluid 
Ditto blackout 
pencil 
Ditto carbon 
19 
0 
0 
0 
1 
3 
1 
1 
2 
0 
0 
0 
9 
8 
1 
1 
0 
0 
0 
0 
0 
P Total 
-
0 
0 
0 
8 
1 
1 
0 19 
0 
0 
0 
0 
0 
0 
0 
0 
8 
1 
1 
1 
3 
1 
1 
2 
.. .. .. . 
Definition 
An instrument used in the 
office to record the voice; 
used especially for dic-
tating letters and 
memoranda. 
The persons who type the 
recordings. 
See: DICTATING ¥J.ACHII:\TE. 
The person whose words are 
recorded by another. 
See: DICTATOR. 
Memoranda or letters which 
the person types directly 
on the machine eliminating 
the taking of shorthand 
notes or typing from a 
voice recording. 
A liquid process of' pro-
ducing facsimile copies. 
The copies are reproduced 
by coming in contact '\-rl th 
the master sheet which is 
inked with a revolution 
of the drum. 
See: DIRECT PROCESS 
DUPLICATOR. 
A liquid used in erasing 
handwriting on master 
sheets. 
An especially constructed 
wax pencil to eradi.cate 
errors on the master sheet 
The carbon which is used i , 
connection with the master / 
sheet to make the original 
copy. 
II 
I 
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Ditto carbon 
-
copies 2 0 0 2 See: DITTO. 
Ditto carbon 
paper 2 0 0 2 See: DITTO CARBON. 
Ditto carbon 
sheet 1 0 0 1 See: DITTO CARBON. 
Ditto carbon 
sheets 1 0 0 1 See: DITTO CARBON. 
Ditto copies 1 0 0 1 Facsimile copies produced 
by means of a liquid 
duplicating process. 
Ditto duplication 1 0 0 1 See: DITTO. 
Ditto ink 4 0 0 4 A special fluid used for 
reproducing purposes. 
Ditto machine 0 0 1 1 See: DIRECT PROCESS 
DUPLICATOR • . 
Ditto master 11 0 0 11 The sheet from which all 
other copies are made. 
Ditto master 
carbon paper 1 0 0 1 A white, shiny, especially ! 
processed sheet. 
Ditto master ,I 
paper 1 0 0 1 See: DITTO !viASTER CARBON ,, 
PAPER • .. 
Ditto ribbon 4 0 0 4 An especially prepared 
ribbon for the direct 
process duplicating work. 
Ditto typewriter 
ribbon 1 0 0 1 See: DITTO RIBBON. 
Double post card 0 1 0 1 Two post cards which may b I 
detached by tearing on the 
perforation; one is usuall~ 
an advertisement or a 
notice, and the other a 
self-addressed card to be 
filled. out and returned to 
the sender. 
---
Double space 
Double spaced 
Double spacing 
Drag 
Drop-head type-
writer desk 
Duplicate 
Duplicated 
M T 
7 6 
6 14 
3 15 
1 0 
6 0 
1 1 
1 7 
Duplicated copies 1 0 
Duplicated copy 
Duplicates 
Duplicating 
Duplicating 
machi ne 
Duplicating 
machines 
Duplicating 
stroke 
Duplicator 
1 
1 
0 
3 
3 
0 
0 
0 
0 
2 
1 
1 
0 
0 
P Total 
3 16 
2 22 
0 18 
0 
0 
0 
1 
0 
0 
0 
6 
0 
0 
1 
2 
1 
6 
2 
9 
1 
1 
1 
8 
4 
4 
1 
2 
Definition 
One blank line between 
two lines of writing. 
See: DOUBLE SPACE. 
See: DOUBLE SPACE. 
To lag on the keys rather 
than releasing the finger 
quickly. 
A section of the desk top 
upon which a type~~iter 
may be attached; this 
section is on hinges so 
that there may be a smoot· 
top desk with the type-
writer being closed into 
the desk. 
To reproduce, such as 
to make carbon copies, 
to mimeograph, to make 
ditto copies, etc. 
See: DUPLICATE. 
Similar to the original. 
See: DUPLICATED COPIES. 
See: DUPLICATE . 
See : DUPLICATE. 
The mimeograph, ditto, 
and other such reproducin 
machines. I 
See: DUPLICATING ¥~CHINE 
A good touch suitable for 
carbon work or master 
copies. 
A reproducing machine. 
There are two kinds--the 
stencil and non-stencil 
process. 
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Definition 
I Duplica tors 0 1 0 1 See: DUPLICATOR. I 
I Dust 1 0 0 1 Eraser particles. 
lj 
Ediphone 1 0 1 2 A voice recording mac hine 
II consisting of three unit ~ : 
IJ dicta ting , transcribing , 11 ,, 
and shaving machines. 
I The dictation is recordeqt_ 
I on wax cylinder s l a ter t 6 
be transcribed via tran-
scribi ng machine. The 
shaving ma chine shaves 
the records for suo se-
quen t dictation. 
Electric t ypewriter 1 0 1 2 See: ELECTROMATIC 
TYPEI'ffiiTER. 
Electri cally-oper ated See: ELEC TRQI1·fATIC 
typewriter 0 0 1 1 TYPEi'lRI TER. 
Electromatic type- An electric t ypewriter. 
writer 0 0 7 7 A trade name of a partie -
ular model produced by 
International Business 
Mach i nes Company. See 
HOOVEN AUTOY~TIC TYPE-
WRITER . 
Electronic of fice A t ype of motor to 
machines 0 0 1 1 diminish the surfa ce 
noise on dicta ting 
machines. 
Electronic recordi ng See: ELECTRONIC OFFICE 
machines 0 0 1 1 :MACHINES. 
Elite 4 31 5 40 Type which cont a ins 12 
spaces to t he horizontal 
i nch. 
Ellipse 2 0 0 2 An ova l curve such as t h 
I mot ion of the t humb in 
II 
flicki ng t he spacebar. 
:I ,, 
~-
I 
I 
I 
I 
T 
j Enclosure 9 10 
Enclosure notation 1 
Enclosure notations 0 
Enclosures 6 
Endorsement 3 
Envelope addressing 1 
#6 envelopes 
#6 3/4 envelopes 
#10 envelopes 
E:rase 
E .. r a sed 
0 
0 
0 
27 
11 
1 
1 
4 
0 
0 
5 
1 
6 
32 
7 
P Total 
0 '19 
0 2 
0 1 
3 13 
0 3 
1 
0 
0 
0 
0 
0 
2 
5 
1 
6 
59 
18 
Definition 
That which is inserted 
into an envelope in 
addition to the letter, 
memoranda, or bill, etc. 
See: ENCLOSURE NOTATION 
also. 
A reminder (written belo~ 
the reference initials i n 
a business letter) for I 
the secretary to insert 
something into the envekp~ 
in addition to the let ten; 
this also serves as a 
check for the receiver o 
the letter. Example: 
Enclosures 2. 
See: ENCLOSURE NOTATION. 
See: ENCLOSURE NOTATION 
and ENCLOSURE • 
A signature on a check o 
note to obtain a sum of 
money as stated on the 
face of the check or note 
This involves a legal ob-
ligation on the part of 
the endorser should there 
be any subsequent diffi-
culty regarding the clea -
ing of t his. 
Envelopes measuring 
6iU X 3 5/8 • 11 
Envelopes measuring 
6 3/Lf~. X 3t • 11 
Envelopes measuring 
9t'~, X 4! • 11 
84 
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Total Definition 
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Eraser 33 16 10 59 
Eraser fragments 1 0 0 1 Small portions of the 
eraser and paper \'Thich 
have rubbed off in 
erasing. 
Eraser grit 0 1 ' 1 2 See: ERASER FRAGHENTS. 
Elliptical figure 1 0 0 1 The movement of the hand 
as it throws the car-
riage and returns to ther 
lreyboard forming a close 
curve. I 
Eraser shield 0 0 2 2 A small piece of cellu-
loid or metal containin 
slots of various sizes 
to protect the surround-! 
ing typescript from bel 
inadvertently erased. I 
-<' 
Erasers 18 0 4 22 
Erases 5 0 0 5 
Erasing 56 17 11 84 
Erasure 1 1 0 2 
Erasure particles 0 2 1 3 See: ERASER FRAGMENTS • 
Erasure shield 0 1 0 1 See: ERASER SHIELD • 
Erasures 14 1 7 22 
Error analysis chart 0 2 0 2 See: ERROR CHART • 
Error analysis See: ERROR CHART • 
charts 1 13 0 14 
Error chart 0 12 0 12 ,/ The results of which foJr 
I the basis for remedial I 
I work · 
I . 1\ 
II 
Exclamation point 0 3 0 3 Character made by strik-J1 
I' ing the apostrophe and 
'I period--usually at the II 
It same time depending upon 
" I the typewriter. ~t -----
Exercise 
Exercises 
Experts' drill 
Experts' rhythm 
drill -
M 
42 
31 
T 
0 
0 
0 16 
0 11 
Total 
0 42 
0 31 
0 16 
1 12 
Extrinsic motivation 0 0 4 4 
Eye centering 0 
Eye fixation 2 
Eye-hand span 2 
Eye placement 0 
Facility 0 
Facility drills 1 
Fanfold typewriter 1 
0 2 
0 
0 
0 
0 
0 
0 
0 
0 
3 
2 
0 
0 
2 
2 
2 
3 
2 
1 
1 
Definition 
See: EXPERTS' RHYTHM 
DRILL. 
A finger dexterity exer-
cise alternating the 
fingers of each hand on 
the same row of keys. 
Example: a;sldkfjghfjdk , 
etc. 
An incentive from withou 
one's self. Example: 
Awards such as pins, 
certificates; an honor 
roll; a display of actua 
typewritten material, et • 
Unscientific method of I 
tabula ting rather than a~ 
actual count of letters 
and spaces; it is a fast ' 
method than the actual 
count. 
Eye span (the number of 
words a person sees on a 
line with one movement ofl 
the eye). 
The distance between the 
eye and f i nger rate. 
See: EYE CENTERI NG. 
Fluency of motion and 
dexterity of finger actton. 
Exercises to promote 
finger dexterity. 
A machine \'Thich has a 
11
,truck"- attachment 
through which long strip~ 
such as bills and orders II 
are fed (permitting the 
carbon to be used repl~ 
I ,, 
,, 
86. 

t .~ 
-""-= -c_~ === 
II II 
II M 
/
! First-finger 
_ keys 0 
i Flash 0 
II 
Flash-word 
practice 0 
1 Flat-top office 
desk 1 
I Flick 0 
Flicking 0 
Flip the paper 0 
Flowing rhythm 1 
Fluency 26 
1 Fluent 0 
Fluently 
Flush 
Flying caps 
0 
0 
0 
Forceful stroke 1 
Foreign keyboa rdsO 
II Form letter 
/! 
II 
0 
--=~~=r--~- =-=== 
II 
II li 
1 
37 
0 
0 
2 
3 
0 
0 
2 
0 
3 
0 
0 
0 
0 
1 
p 
0 
1 
1 
0 
0 
0 
Total 
1 
38 
1 
1 
2 
3 
1 1 
0 1 
2 30 
5 5 
1 
1 
1 
0 
2 
3 
4 
1 
1 
1 
2 
4 
It 
I . . . . . . . Definition 
- I Keys struck with the f and .J. 11 
fingers, such as r, t, m, etc ~ ~ 
Pertaining to a fast, auto-
matic stroke. 
An exercise to promote a fast, 
automatic stroke. II 
I 
To hit slightly, such as the 
spacebar with the thumb. 
See: FLICK. 
To twirl the paper into the 
machine. i 
of strokin~ A fairly even rate 
power. 
Smoothness of motion. 
Agile; smooth in motion. 
See : FLUENT . 
Straight--such as a line of 
writing being even with the 
left or right margin. 
Raised capitals due to 
improper shifting. 
A special keyboard for a 
particular language or 
technical nomenclature. 
A copy of the same letter 
sent to several people. Ofter 
the date anl.ins ide addre ss ar1~ filled in on the typewriter 
11 to give an individualized 1 
touch. I 
II 
88 
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I 
- il 
I M T 
j Fo:rm letters 5 11 
Fourth banl::: of 
keys 0 
Front feeding 1 
Front feeding of 
envelopes 3 
Front scale-!~' 
Full block 
l 
14 
Full length sheet 0 
Full-rate tele-
gram 0 
Full-sized sheets-o 
Functional 0 
Functional 
approach 0 
Functional 
devices 0 
Functional type-
v·rr iting 0 
Galley proofs 0 
0 
0 
0 
0 
2 
2 
1 
1 
0 
0 
0 
0 
1 
p 
6 
1 
0 
0 
0 
0 
0 
0 
0 
2 
1 
2 
2 
0 
I 
II 89 
I 
Total Definition I 
22 See: FORM LETTER. 
Top row of keys containing 
1 numbers and characters. On 
the standard keyboard: 
"#$%_& t ( )-i~-. 
1 
3 
1 
16 
2 
1 
1 
2 
1 
2 
2 
1 
See: CR.I\IN FRONT FEED. 
See: CHAIN FRONT FEED. 
A letter set-up in which the 
beginning lines of the date~ 
inside address, paragraphs 
and complimentary close are 
flush with the left margin. 
Paper measuring 11 11, long~ 
or 66 lines vertically. 
A telegraphic message which 
has precedence for delivery 
over any other wired message. ~ 
The rate is based on a mini-
mum of ten words (an additio I 
al charge for each extra 
word), the distance sent, and l 
the time of day. I 
Paper measuring 8~"- x 11. 11 
-Practical or workable. 
A logical method of 
presentation. 
Practical suggestions. 
Slrills which pel"ta in 
lilre situa tions as a 
teaching media. 
to life-
basis f'o 
The first printed copy of 
tJ~e set up by the publisher 
and sent to the author for 
verification. 
II 
II 
~~~==---.,---------1\=,I ==_=-=-c__ ==_ = ____ =_ -- = 
~ T P Total Definition 
! Gelatin duplicator 2 0 0 
lj 
II 
I 
II Get-avmy 
II Ghost letters 
I 
!Grit 
I 
Gross 
II Guide* 
I 
jl Guide keY* 
1; ~uide keys* 
,I 
3 
6 
0 
4 
0 
4 
4 
1 
0 
2 
6 
Gymnastic exercises 2 
11· . 
1 
0 
0 
0 
Half letters 
I 
·Half-page letters 
I 
/Half sheet 
II 
Half sheets 
-= -=-=;r 
0 1 
0 0 
0 11 
0 2 
0 
0 
0 
3 
0 
1 
1 
0 
2 
4 
6 
2 
13 
1 
5 
5 
2 
0 1 
1 1 
0 11 
0 2 
A duplicating machine whic~ 
produces from 30 to 50 
copies from one master copy. 
The master sheet is placed 11 
face dowavmrd on the gelatm! 
surface long enough to be 1 
transferred to the gelatin. ! 
One sheet of paper at a 
time is ·then placed on the I 
gelatin for the impression. 
I 
A quick release in striking\! 
the keys. I 
Uneven, blurred letters !1 
caused from pushing rather II 
than striking the keys with' 
a quick release. 
See: ERASER FRAG:MENTS. I 
Also knowa as eraser filing~ . 
The total "t-Ti th no deductimt 
such as gross words. 
See: FINGER GTI~ASTIC 
DRILLS. _ 
A printed portion of a 
capital due to faulty 
shifting. 
Letters written horizontally, 
on half sheets measuring 
8t'~, X 5! • 1~ 
Paper measuring 8!'~. x 5t. 11 Jj 
I See: HAJ,.F SHEET. ' ll 
90 
Half-space 
Halfway p6int 
Ha.mmerlike blovvs 
Hanging-indented 
!
·Hanging-indented 
business letter 
I 
rHanging indention 
·Hard 
1Hard-coa ted paper 
!Heading 
I !Headings 
!Hectograph 
I. 
II 
r 
1v1 
0 
0 
T 
, . 
4 
1 
0 1 
1 3 
0 1 
1 1 
0 34 
0 
3 
3 
1 
1 
0 
0 
0 
~ 
0 
0 
Total 
4 
1 
0 1 
0 4 
0 1 
0 2 
0 34 
0 
0 
0 
0 
1 
3 
3 
1 
Definition 
To backspace to crowd or 
spread letters into a given 
number of spaces. Example: 
To crowd 5 letters into 4 
spaces, such as: legal; or 
to spread 5 letters into 
6- spaces, such as: speed. 
See: CENTER POINT. 
Sharp, staccato strokes. 
A style of letter writing 
in which the paragraphing i 
inverted--all lines \vi thin 
the paragraph being indente 
except the first line which 
is even with the left mar~. 
Generally used in sales let~ 
ters as an attention-getting 
device. See: INVERTED 
BLOCK LETTER. 
See : HANGING- INDENTED • 
See: HANGING-INDENTED. 
Forceful, such as a 
hammerlike touch. 
See: CARBON. 
A direct process gelatin 
duplicator. A master copy 
is made by using a hecto-
graph ribbon or special ink 
with hectograph paper. The 
master copy is pressed 
against a gelatin pad and 1 
after a short time is nulled 
off leaving an impression II 
on the i~~ed nad. One sheei 
is then pressed against the 1 
gelatin copy one at a time 
for reproducing purposes. 
91 
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M T p Total Definition 
Hit 1 3 0 4 To strike the .. keys. 
Hits 0 0 1 1 See: HIT. 
Hitting 3 0 0 3 See: HIT. 
Home keY* 7 22 0 29 
Home key position 1 1 0 2 The second row of keys 
(usually) over which the 
fingers hover when they are 
not typing. 
Home-key row 0 1 0 1 See: HOI•:iE KEY POSITION. 
Home keys* 35 41 4 80 
Home position 14 25 0 39 See: HOl>IE KEY POSITION. 
Home-rm'l 8 3 1 12 See: H0!-1E KEY POSITION. 
Home-rows 1 0 0 1 See: H0!-1E KEY POSITION. 
Hooven 2 0 0 2 An automatic -typewriter which 
types from perforated rolls 
such as player-piano rolls. 
A standard form may be typed 
by pushing a button or a 
series of buttons to select a 
particular paragraph or para-
graphs to be reproduced. It 
may be stopped at any time . to 
insert any special informatior • 
Horizontal 40 16 11 67 From left to right. Horizont:: P-
centering refers to placing 
material across the page 
symmetrically. 
Horizontal plane 0 0 1 1 Level. Used to describe the 
keyboard of an electromatic 
typewriter in contrast to the 
keyboard of a manual machine. 
Horizontally 15 18 4 37 See: HORIZONTAL . 
Hot-iron stroke 1 0 0 1 A quick release. 
I' 
M T p Total Definition 
Hovering position. 0 0 1 1 
Identification 
data 4 0 0 4 
Identification 
section 0 5 0 5 
Identification 
symbols 1 2 0 3 
Identi~ying line 0 1 0 1 
In-service programs 0 0 1 1 
In-service training 
programs 0 2 0 2 
.•••• inch line 9 1 0 10 
Incidental learning 2 0 0 2 
Keeping the fingers close 
to the lceyboard while 
typing. 
See: IDENTIFICATION 
SECTION. 
The ending of the letter 
which contains either the 
dictator's initials and 
the secretary's, or the 
secretary's • .. Example: 
JRM:PM or-
PM 
See: REFERENCE INITIALS ol 
IDEl~TIFICATION SECTION. 
A notation on the·:top of 
the second page of' a lette1 1 
containing the name and 
address of the addressee, 
although the address is no 
always listed. 
See: I N-SERVICE TRAINING 
PROGRAMS. 
Courses offered to em-
ployees for business or 
profess.ional improvement. 
A four-inch line would coJ 
tain 40 pica strokes (10 
spaces to the horizontal 
inch), or 48 elite strokes 
(12 spaces to the horizon 1 
inch)~ I 
That which comes from 
learning something else--
habits, standards, and 
attitudes. In typewriting 
for example, . to learn to 
spell kinesthetically 
through typing; to be 
neat, prompt, etc. 
93 

Interoffice 
communica tion 
Interoffice 
communica t i ons 
Interoffice 
correspondence 
Interoff ice form 
Interoffice form 
letter 
Interoffice 
letter 
Interoffice 
letters 
Interoffice memo 
Interoffice 
memorandum 
Interoffice memos 
Interval timer 
T 
0 3 
0 0 
0 2 
1 0 
0 1 
0 14 
0 2 
0 l 
0 
0 
4 
2 
1 
0 
.. . 
Total Definition 
0 3 
1 1 
0 2 
0 1 
0 1 
0 14 
0 2 
0 1 
0 
0 
0 
2 
1 
4 
See : I NTEROFFICE l•'IEHORAN-
DUM. Also r efers to con-
versations. 
See: I NTEROFFICE C OMI.,-IUNICA-
TION. 
See: INTEROFF I CE M:EHORAN-
DUivi . 
Stationery used -.;,-rithin a 
company and its branch 
offices which often has 
:for a heading : 
To 
From SubJect 
Date 
See: I NTEROFFICE FOffivi . 
See: I NTEROFFICE C QII;fr.ruNI-
CATION. 
See: INTEROFFICE C OM}.ruNI-
CATION. 
A written message or note 
within the office from one 
department to another 
within a central office, or 
from one branch office to 
another. 
See: I NTEROFFICE MElviO. 
See : I NTEROFFICE ~.'[E}IO. 
A clock d(ils igned especially 
for measuring time in 
minutes or fractions 
thereof. 
I 
II 
95 
Intrinsic motivating 
device 0 
Intuitive approach 
to letter placement 0 
Intuitively 
Invert the names 
0 
0 
T 
0 
0 
0 
1 
Inverted block letter 0 1 
Invoice 6 9 
Invoices 4 3 
Isolated letter 2 0 
p 
4 
2 
7 
0 
0 
0 
0 
0 
Total Definition 
4 
2 
7 
1 
1 
15 
7 
2 
A desire from within the 
individual to master a 
skill or lmovrledge, such 
as a strong desire on the 
part of the pupil for 
self-improvement. 
The ability to judge the 
set-up of material at a 
glance. 
Instinctively. 
To reverse the order, sue 
as putting the last name 
first. 
A letter having all its 
parts even with the left 
margin with the exception 
of the paragraphs, in 
which case only the first 
line of the paragraph is 
even with the left margin 
the others being indente I 
More often used in sal~s 
letters to attract at-
tention. Example: 
You will indeed appre-
ciate this new book 
which our company is 
offering since ••.•.. 
A bill sent to a customer 
listing articles bought 
and their prices. 
See: INVOICE. 
A letter standing by it-
self. Usually referred 
to in remedial work if a 
person has difficulty 
with a particular letter 
and needs to practice it 
by itself to get the 
correct location. 
96 
T p 
0 
Total Definition 
Isolated letters 1 
Isolated letters, 
figures, and 
symbols. 1 
Isolated words 1 
Jackets 1 
Justifying devices 0 
0 
0 
0 
0 
0 
0 
0 
0 
1 
1 
1 
1 
1 
1 
KeY* 136 45 21 202 
Key bars* 1 
Key basket* 0 
Key caps* 0 
Key-set tabulator 
rack* 0 
Key-set tabula-
tors* 0 
0 
1 
0 
1 
1 
1 
0 
1 
0 
0 
2 
1 
1 
1 
1 
Keyboard~ 
Keyboard #137 
178 51 37 266 
Keyboards* 
Keys* 
Kinesthetic 
Kinesthetic 
memory 
0 
2 
0 1 1 
0 25 27 
170 84 27 281 
2 0 1 3 
1 0 0 1 
See: ISOLATED LETTER. 
See: ISOLATED LETTER. 
A word by itself; in remedia 
work a difficult vrord may 
need to be practiced alone. 
Folders used for filing. 
Obsolete. 
A means of making the right 
margin even by crO\'lding or 
spreading letters and spaces 
on a line. Mechanical de-
vices are available on some 
typewriters. 
The International machine. 
See: KINESTHETIC ].1EJ!.10RY. 
Muscular memory. Through 
practice the fingers learn 
to type automatically, as 
wholes. 
'I 
I 
97 
lj 
I 
M 
Kinesthesis 5 
Knob* 10 
Knobs* 5 
Lateral paper 
guide* 15 
Lateral paper 
guide scale* 1 
Leaders 0 
Left-and right-
hand words 0 
Left-hand words 5 
Left-hand 
sentences 
Legal-cap paper 
1 
0 
II Legal envelope . 
// Legal paper 
0 
0 
II 
T p Total Definition 
0 0 5 See: KINESTEETIC ];IEMORY. 
2 0 12 
0 0 5 
0 0 15 
0 0 1 
7 0 7 
8 0 8 
0 0 5 
0 0 1 
5 0 5 
1 0 1 
2 0 2 
A row of dots or hyphens to 
guide the eye across a page 
from left to right, such as on 
a program, in a table of con-
tents, in an index, etc. 
Example: 
Speed .................... P. 1 
Words which are typed with 
bqth .hands, . such as school., 
t;tp1ng, speech, accuracy, etc 
1 
Words vThich are typed \'lith j 
the left .hand only,. _such as 
deed, best, and fast. 
Sentences composed entirely 
of left-hand words. See: 
LEFT-HAND VWRDS • 
Heavy paper (usually blue) 
which measures 9", x 15. "-
Referred to as tlie 11 bac:li:er''-
since it serves as a backirig 
sheet, the edge being turned 
dotm over the top of the docu 
ment about 1. 11 The document 
and backer are fastened to-
gether at the top, folded 
horizontally, and filed. 
#10 envelo2e which measures 
% 11, X 4 l/8 . ", 
. . 
- -
Paper measuring 8t11• X 13 11, hav-,, 
ing ruled margins-;the left 
margin 1 fl and the right ' 5/8 . r 
[i 
983 
Legal size 
envelope 
Legal size 
paper 
Legal-sized 
envelope 
~ Legal-sized 
envelopes 
T 
2 0 
0 1 
0 3 
0 1 
p Total Definition 
See: LEGAL ENVELOPE • 
1 3 
See: LEGAL PAPER. 
0 1 
See: LEGAL ENVELOPE. 
0 3 
See : LEGAL ENVELOPE. 
0 1 
Letter 234 94 43 371 
Letter of 
application 
Letter arrange-
0 
ment 1 
Letter associa-
tion level 4 
Letter associa-
tions 1 
Letter of confi!\-
mation 0 
Letter forms 0 
I
I Letter of in-
quiry 0 
I 
II 
ji 
II 
II 
II 
0 
0 
0 
0 
3 
0 
0 
1 
0 
0 
0 
0 
3 
1 
1 
1 
4 
1 
3 
A letter vlhich has for its 
ultimate goal the securing 
of position by the writer 
in which he tries to convince 
the employer of his mastery 
of a particular field. 
See : LETTER PLACEMENT • 
The first stage of type-
writing in which the person 
types letters rather than 
typing words automatically, 
as wholes. 
See: LETTER ASSOCIATION 
LEVEL •. 
Verification of a message 
such as a telegram or a 
conversation. 
3 Styles of letter set-up. 
1 
For example, the modified 
' block and the full block are 
but t·wo of many styles. 
A letter asking for informa-
tion. 
99 
M T 
Letter level 1 0 
Letter location 
drills 1 0 
Letter placement 2 0 
Letter placement 
charts 0 1 
0 1 Letter set-up 
Letterhead 30 27 
Letterhead 
stationery 
Letterheads 
0 0 
24 4 
p 
0 
Total Definition 
1 
0 1 
7 9 
0 1 
7 8 
4 61 
1 1 
2 30 
See: LETTER ASSOCIATION 
LEVEL • . 
Exercises establishing 
correct finger movements. 
The arrangement or framing 
of a. letter with due c onsid-
eration to equalizing the 
margins. 
Guides which specify the 
margins and letter set-up 
according to the approximate 
number of words within the 
letter. 
See: LETTER PLACEMENT • 
A printed heading on a sheet 
of paper bearing the company 
name and address and any 
other pertinent information I 
that is deemed necessary, 
such as the telephone number I 
location of various branch 
offices, or company oi'ficial~ . 
See : LETTERHEAD • 
See : LETTERHEAD • 
Letters 41 47 42 130 
Letters of 
application 
Lever* 
Levers* 
Lift box 
II Lift boxes 
1 
1 
6 
2 
5 
0 
1 
0 
0 
0 
1 
0 
0 
1 
1 
2 
2 
6 
3 
6 
See: LETTER. OF APPLICATION. 
A stand '"'hich is placed 
between the typewriter and 
the table to raise the 1 
machine to the correct heigh~ 
for the typist. 
See: LIFT BOX. 
100 
Line-a-Time 1 
Line indicator* 0 
Line length 0 
Line lock releare* 2 
Line scale* 1 
Line space adjust-
ing lever* l 
Line-space gauge~~ 3 
Line- spa ce lev~~ 4 
Line spa ce 
mechanism?~ 
Line-space rat-
chet- release·:!-
Line space 
regulator* 
Line space 
selector* 
Line spacer* 
0 
0 
3 
0 
1 
. - . . . . . 
T . p Total Definition 
0 
1 
3 
0 
2 
0 
9 
5 
1 
1 
5 
3 
4 
0 
0 
0 
0 
0 
1 
1 
3 
2 
3 
0 1 
0 12 
0 9 
0 
0 
0 
0 
0 
1 
1 
8 
3 
5 
A device i'lhich stands at the 
rear of the machine holding 
the copy. A ".ruler'' which 
falls just belovv the line of 
copy is adjusted for each 
line by a handle at the side 
of the machine. Its purpose 
is to facilitate rapid and 
accurate reading of the c 
espec.ially designed for s 
spaced or statistical mate 
al. 
The number of inches in 
which material may be typed, 
such as a 5 11 line; thus 
pica type would require mar-
gins set at 20 and 70 or 
15 and 65, etc; elite type, 
20 and 80 or 30 and 90, etc. 
101 
II 
II 
11 Liquid cleaner 
I Locating 
I Location 
I Locations 
I Lock 
jl 
II 
2 
1 
10 
4 
2 
I Locked-key drill 0 
Locked key strokel 
Locked lreys 
I 
' Locking 
Locks 
Long carriage 
machine 
Long-carriage 
machines 
7 
0 
0 
2 
1 
!I Long-range skills 0 
I 
I 
I 
J, Lower case 5 
0 
0 
0 
0 
7 
0 
0 
0 
2 
2 
0 
0 
0 
0 
P Total 
0 
0 
0 
0 
3 
1 
0 
1 
0 
0 
0 
0 
1 
0 
2 
1 
10 
4 
12 
1 
1 
8 
2 
2 
2 
1 
1 
5 
Definition 
See: CLEANING FLUID. 
Reaching for a correct key 
position. 
See: LOCATING. 
See: LOCATING. 
I ( 102 
I 
II 
II To place the machine in such 
a position that the type bars 
1
1 
cannot strike the cylinder. 
See: LOC K. 
Limited key action since the 
carriage is locked and will 
not permit the key to strike 
the platen. Co~~only re-
ferred to as the Wiese-
Coover stroke. 
See: LOCK. 
See: LOCK. 
See: LOC K. 
A typewriter vthich has a 
carriage longer than the 
regular 12 1 ~, one to facilitate 
typing on long sheets hori-
zontally, or to type on paper 
which is wider than the regu-
lar 8t .u 
See: LONG CARRIAGE JI!IACHINE. 
Techniques which will be of 
value on the job, such .as 
learning to set up letters, 
comp9sition and dictation at 
the typewriter, tabulation, 
etc. 
Small letters (opposite of 
qapitals) such as m, ~~ etc., 
vthich are on the lm'ler half 
of the type bars. 
jl 
I· 
. I 
!I 
II 
I 
'I 
II 
II M T 
11 Lowest bank 
II letters 
11 
'l r.rachine* 
Machine adjust-
ments 
1 
364 
1 
I
I Machine compo-
sition 0 
!Machine dictaticn2 
I 
I Machine tran-
scribing 
I 
11-iachines 
1-Iagic margin 
lever* 
Mailable 
ll 1·!ailabili ty 
!Manipulate 
I Manipulating 
j IYianipula tion 
Manipulative 
0 
113 
0 
18 
3 
10 
2 
30 
0 
11 Manual dexterity 0 
jl 
II 
Manual machine 0 
II 
1
Manual *ibbon 0 =- reve:c_se 
0 
69 
1 
0 
0 
0 
7 
2 
9 
0 
0 
0 
0 
0 
0 
0 
1 
I 103 
p Total Definition 
0 l 
78 511 
1 3 
10 10 
1 3 
1 1 
19 139 
0 2 
13 40 
1 4 
1 11 
0 2 
14 44 
2 2 
1 1 
1 1 
0 1 
The first rm'l of keys on the 
keyboard which contains I 
the follmlfing: zxcvbnm, ~/? in j
1 addition to the upper case 
keys. 1 
I 
II 
Process of arranging the I 
machine parts preparatory to I 
typing, such as setting the ·
1 
margins, the line spacer, etc. J 
See: C0¥~0SING AT THE 1 
1v!AC IUNE • I 
Typing a message from an 
auditory stimulus rather than 
from the printed copy. 
Typing dictation from a 
recording . 
Typewritten copy vlhich meets 
employment standards. 
See: MAILABLE. 
To operate a machine. 
I 
I 
I 
I 
II 
Jl 
,I 
~IANIPULATE . I' See: 
Operation or performance on a I 
machine. 
See: !-'IANIPULATE • 
Deft and facility of finger 
movement. 
Instruments not electrically 
operated. 
'I 
I 
II 
I 
J 
,, 
,, 
i 
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M T p Total 
.. . . . . . . 
Definition 
lv1anual typei.,..ri ter 0 0 1 1 See: IWIDAL Iv1AC HINE • 
Manuscript 16 2 9 27 A document of varying degrees 
of length which has not been 
published or printed. 
Manuscripts 2 5 13 20 See: MANUSCRIP·r • 
Margin release* 1 3 0 4 
Margin release 
lever* 3 0 0 3 
r-Iarg.in scale* 0 1 0 1 
Margin stop* 0 29 11 40 
1-fargin-stop bar* 0 3 0 3 
Margin-stop lever*O 2 0 2 
Margin-stop 
release* 0 2 0 2 
Margin stops* 0 15 6 21 
Marginal 
8 release* 5 0 13 
I.farginal side 
guide* 0 1 0 1 
Marginal stop~ · 25 8 0 33 
Marginal stops* 28 30 0 58 
Marketable skill 0 1 l 2 Employable proficiency. 
Master copies 2 0 2 4 See: ].:!ASTER COPY. 
Master copy 1 1 1 3 The original copy for dupli-
eating from which other 
copies are made. 
j Master rolls 0 0 2 2 Records for electric type- aJ 
writers which contain materi 
'I 
which is used over and over 
I' 
I, 
again. ,, 
sheets 7 0 0 7 See: MASTER COPY. I j
1
Master 
II 
I I 
I' 
I 
I 105 
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M T p Total Def'inition 
li 
Master sheets 7 0 0 7 See: !-:rASTER COPY. II 
Mastery 1 1 8 10 The attainment of objective$ 
in terms of recognized 1
1 
Mathematical 
standards. 
1 
keyboard 0 0 1 1 A specialized keyboard I 
type II enabling the typist to 
mathematical symbols. 
:f\t!echanical center- To center a line by means 
ing 0 0 2 2 of the backspace method. 
See: BACKSPACE ~IETHOD. 
Mechanisms 1 0 0 1 Parts of the machine. 
Medical keyboard 0 0 1 1 A specialized keyboard con- I 
cerned with symbols per-
taining to the field of . 
medicine. 
I I>fedical keyboards 0 0 1 1 See: MEDICAL KEYBOARD . 
Medium-coated Such paper is generally 
carbon paper 0 1 0 1 used to the best advantage 
by the typist v-ri th an 
average. touch. See: 
CARBON. 
Mental discipline 3 0 0 3 A school of psychology 
vTherein mental faculties 
could be developed and 
transferred to various 
learning situations. This 
theory has been disproved. 
Methodology 0 0 3 3 The science of logical 
teaching procedures. 
II 
Metronomic rhythm 1 0 1 2 Exact timing Ln stroking. 
Metronomic ally 0 0 2 2. See: METRONOHIC RHY·rHM. 
II 
II Mid point 0 12 0 12 See: CENTER POINT. 
I, Mid-points 0 2 0 2 See: CENTER POINT. 
~. 
Mimeograph 
!~imeographed 
Mimeographing 
Iv:l:imeoscope 
M 
8 
2 
1 
1 
•.••• minute test 0 
•••.• minute tests 0 
••••• minute timEgs0 
•.••. minute 
writings 0 
Mi sstroke 0 
Mixed punctuationl9 
T 
1 
p Total Definition 
1 
0 
0 
0 
2 11 
1 
0 
0 
8 
4 
l 
1 
8 
0 14 14 
l 4 5 
0 
0 
0 
9 
3 
9 
3 
0 19 
To duplicate on the Mimeo-
graph machine by means of a 
stencil which has been pre-
pared by making impressions 
with a typevlri ter or drawing 1 
instrument (stylus) on a 
waxed surface. The actual 
duplicatedcopy is made by 
the seepage of ink in the 
drum through the vraxed 
impression on the stencil 
as it comes in contact with 
the paper. 
See: 1>-U:MEOGRA.PH. 
See : MIMEOGRAPH. 
A drawing board illuminated 
from beneath to facilitate 
the tracing of material on 
a stencil. 
Incorrect finger location. 
A combination of open and 
closed punctuation, such as 
having the date and inside 
addres s of a business letter 
vrithout punctuation, but 
having punctuation at the 
end of the salutation and 
complimentary close. Exampl ' : 
June 1, 1950 11 
Mr. Robert Jones 
Bethel 
!•1aine 
Dear :Mr. Jones: 
Sincerely yours, 
106 
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--- II 
II 
I 
---- __ I 
Model letter 
Model letters 
Modified block 
M 
0 
0 
16 
I;.1onarch sta tionery 0 
Motivate 2 
Motivating device 0 
T 
4 
1 
1 
1 
0 
0 
p 
0 
0 
Total Definition 
4 A standard form of letter 
set-up. 
1 See: MODEL LETTER. 
l 18 The date line and the com-
plimentary close end ap-
proximately with the right 
margin; the paragraphs may 
or ·may not be indented. 
0 1 
0 2 
2 2 
PaRer vrhich measures 
10"'""-11 x- 72. " 2 ! .. 4 • . d 
~ 
To instll1 an urge or 
desire t o ac comlJli sh 
something. 
A means of instilling a 
desire to reach one's goals. 
For example, as applied to 
typewriting: awards, ac-
complishment charts and 
proficiency certificates. 
Motivating devices 0 . 0 1 1 See: MOTIVATING DEVICE. 
Motivation 18 
Motor skills 1 
Multicolumnar l 
Multigraph 4 
0 21 39 Stimulation of interest to 
accomplish a goal. See: 
INTRINSIC MOTIVATING DEVICE 
and EXTRINSIC MOTIVATION. 
0 0 1 .. Muscular movements refined 
through acquisition of 
correct habits. Example: 
touch typewriting. 
0 0 
0 0 
1 
4 
Usually refers to the sev-
eral columns in a tabulation. 
To duplicate by means of thJ 
type style duplicator. The 
type is set in grooves of a 
segment and copies are made 
by turning the segment so 
that the type presses against 
a ribbon which comes in con~1 tact with the paper. Ink ! 
may be used to give a result 
similar to printing. " 
I 
II 108 
M T ~ - Total Definition 
'I 
:Multigraphed 1 0 1 2 See: MULTI GRAPH. 
Multilithed 1 0 0 1 To duplicate by the multi-
lith, the origi nal copy is 
typed on paper or metal 
master sheets by means of' a 
special multilith ribbon I 
which can be used :for regu-
lar work also. Thousands of I 
copies may be run off as the 
master sheets receive ink 
at each revolution of' the 
machine. 
Multilithing 1 0 0 1 See: MULTILITHED. I 
Multiple carbon Methods of' inserting several I 
devices 0 0 1 1 carbon sheets into the 
machine at the same time, 
such as :folding a p iece of 
paper or an envelope over 
the top of' the sheets to 
avoid adjusting or straight-
ening the sheets after they 
are in the same machine. 
Multiple carbons 0 2 4 6 More than one ca rbon a t a 
time. 
Multiple copies 6 0 0 6 More than one copy at a time 
Muscular control 7 3 0 10 Ability to coordinate eye, 
mind, and fingers at the 
same time. 
Muscular coordina- See: MUSCULA.~ CONTROL. 
tion 1 0 2 3 
Muscular feeling 1 0 0 1 See: FEEL. 
Muscular sensa-
tions 2 0 0 2 See: FEEL. 
Negative inc en- Stimulus to do better throug ~ 
tive 1 0 0 1 fear, such as punishment, I 
threats, or low grades. Con~ 
sidered undesirable in i 
teaching methodology. 
II 
_!I 
II 
,, 
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M T ~ Total Defin ition 
Net rate 
Net scores 
I 
Net speed 
, Net speeds 
II Net \'lords 
II 
2 
2 
3 
0 
12 
0 4 6 
0 
0 
0 
1 
0 2 
3 6 
1 1 
0 13 
Averag e rate of s peed ob-
tained by the following 
step s: 
1. Find the total strokes 
typed. 
2. Divide the total strokes 
by 5 since the averag e I 
word contains 5 strokes ' 
3. Deduct a standard num-
ber of \·rords for each 
error from the g ross 
words or total number of! 
words as found in Step 
#2. (The standard num-
ber of . vmrds deducted 
varies according to 
authorities, but a 10-
word deduction is ~sually the penalty for i 
each error.) 
4. Divide the net word s 
(as found in Step #3) 
by the number of 
minutes--in t h is case, 
3 minutes. 
The result is the net vrords 
a minute. 
To illustrate: 
5~0 Total strokes 
llq Gross words 
-20 Deduction for 2 err 3:222 Net words II 
32 Net rate or net words 
a minute II Greater stress is novr being 
placed upon gross speed than 
upon ·net speed. 
See: NET RATE. 
See: NET RATE. 
See : . NET RATE. 
The total number of words 
before dividing by the num-
ber of minutes in a timed 
writing . See: NET RATE. l -~~~~======================================r=====• 
lj 
I 
l 
i 
M 
1 Net words a minute 3 
Night letter 0 
Noiseles s, electri-
cally operated 
machin e 1 
Noiseless machines 1 
Noncommercial 6 
Nonhome key 2 
I . 
JNonkeyboard errors 1 
Nonkeyboard man-
ipulative 
techniques 0 
T p 
0 21 
1 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
l 
ll 
Ii llO 
Total Definition 
24 
1 
1 
1 
6 
2 
See: NET RATE. 
A telegraphic message, the 
rate of which is based on 
a minimum of 25 words, which 
will be delivered the fol-
lowing morning after the 
telegrams have been delivered. 
A typevvri t er , run by elec-
JGPic i ty, the sou:nds of 
1vhlch have been subdued. 
Especially designed for 
cutting master copies. 
A typewriter (manual or 
electric), the sounds of 
which have been subdued. 
The type basket is set only 
one to two inches from the j 
platen so that the keys 'II 
require a much lighter touch 
in typing. The noiseless 
1 
machine requires soft-
coated carbon paper. It is · 
less desirable for making I 
master copies for duplicatin:1 
\vork. 
A key on any row· of the 
keyboard \"lith the exception 
of the home rmi, \'Thich is 
usually the second rovl . 
1 Mistakes such as in tabu-
lation, margins, letter set-
up, etc. 
1 
Manner of adjusting the 
service mechanisms, such 
as setting the margins, 
throvring the carriage, 
setting the line spacer, 
and using the variable 
line spacer. 
I 
I 
I 
II 
II I 
I l 111 =====LP=============================================~===== II 
II 
Nonkevboard ouera-
tive ua rts of the 
M 
typ e1.vi•i ter 0 
Nonletterhead paperO 
Nonsense syllables 5 
Nonstencil dupli-
cated 0 
Nontextbool{ 
activities 0 
Office forms 0 
Office memos 0 
One-hand words 1 
Onionskin paper· 1 
IJ Open punctuation 25 
T 
0 
1 
0 
0 
0 
1 
1 
0 
1 
5 
2 
0 
0 
1 
2 
0 
0 
0 
0 
0 
II 
I Total Definition 
2 
5 
1 
2 
1 
1 
1 
2 
30 
II 
Service mechanisms such as 11 
the ratchet release, variabl~ 
line spacer, carriage throw, ll 
paper bail, paper release, 
paper edge guide, and paper 
clamps. 
Paper on which the firm's 
name and address are not 
printed . Used for second 1 
and third sheets of a letter. 
Any combinations of letters 
which are used for the pur-
pose of learning their key 
location; they do not 
necessarily spell words. 
Reproduced by means of car-
bon paper, direct or in-
direct process duplicators, 
gelatin, type or o:f.fset 
duplicators. 
Projects such a s contests 
for speed and · ~curacy, 
tabulating scores, and 
addressing and stuffing 
envelopes. 
Various forms used in of-
fices such as receiving 
telephone calls, daily 
schedule of appointments, 
daily schedule of callers, 
etc. 
See : I NTEROFFICE MEiv10. I I 
Examples: ~~ J:!J2, you, e~ . 
Very thin_ paper used for 
multiple carbon copies; 
usually contains the \'lord 
COPY. 
A style of writing in which 
the date line, the inside 
address, the salutation, 
I 
li 
1: 
Jl 
I ~ 112 ~==~- ~~~=--==~================================================~========• 
II 
I 
I 
,, 
Open style 0 
Operative parts 1 
Operative skill 0 
Operate 16 
Operator 8 
Operators 1 
I 
Operating 
technique 1 
I Opposite sequence 
drills 1 
Optical center 0 
Orientation 0 
I li Original 4 
!L_ 
T 
1 
1 
0 
0 
0 
0 
0 
0 
1 
1 
29 
p 
0 
0 
1 
0 
0 
0 
0 
0 
0 
0 
5 
Total Definition 
1 
2 
1 
16 
8 
1 
1 
1 
1 
1 
38 
and complimentary close of 
a business letter are not 
followed by any marks of 
punctuation. 
See: OPEN PUNCTUATION. 
I Such mechanisms as the 11 
carriage, the cylinder, 
cylinder knobs, line spacer, II 
paper clamp, the keys, 
the backs.pacer, the margin Jl 
release, the tabulator, etc. 
Proficiency. / 
To manipulate, such as the 
type1·rri ter or any office 
machine. 
One who operates an office 
machine. 
Those who use office machine~: 
Correct manipulation of 
office .machines. 
Exercises containing letters 
that require one hand and 
the.n the other consecutively.,~ 
Fqr example: .ill:!§:Y, \'Tish, I 
amend, etc • . . I 
That which has been centered II 
slightly above the exact 
middle of the pac e to appear 
pleasing to the eye. It is 
not mathematically calcula~ 
Adaptation or adjustment to 
a situation. Example: 
Warm-up drills at the begin-
ning of a class period to 
enable the student to become 
adjusted to his machine. 
The ribbon copy or first 
copy in typing carbons. 
I 
' 
I 
I 
M 
joriginals 3 
Outgoing letters 0 
Output 0 
Pack 0 
Palm-directed 
finger action 1 
Palm directed 
stroke 3 
Palm tabulator 
keY* 0 
T 
1 
1 
0 
6 
0 
0 
0 
I Paper bail* 0 17 
Paper-bail rolls* 1 0 
0 Paper clai'llp* 
Paper clamps* 
1 
2 
Paper-edge guide* 8 
7 
4 
Paper finger* 
Paper fingers* 
Paper guide* 
Paper guide 
scale* 
1 Paper guides* 
2 0 
4 3 
11 13 
0 2 
5 1 
Paper holder bail*l 
Paper-holder bail 
0 
lever* 1 0 
... . . p 
0 
Total Definition 
0 
1 
0 
0 
0 
2 
2 
0 
0 
0 
0 
4 
1 
1 
6 
1 
3 
2 
19 
1 
1 
9 
12 
0 2 
0 7 
3 27 
0 2 
0 6 
0 1 
0 1 
See: ORIGINAL. 
Letters which are sent out 
of the office. 
The quantity and quality of 
work produced. 
Several sheets of paper. 
Hand or finger control 
rather than wrist action. 
Parallel motion. 
Broad palm plate at the 
front, right edge of the bas 
of the typewriter below the 
shift key and space bar; it 
is struck with the heel of 
the hand. 
II 
113 
M T p 
1 Paper plate* 
Paper release* 
Paper release 
key-rc-
Paper release 
lever* 
Paper rest* 
Paper shelf* 
0 0 
19 12 
22 0 
4 5 
10 2 
0 1 
Paper side guide* 0 3 
Paper taqle* 
Paperhold bail* 
Paragraph control 
builder 
Paragraph level 
I 
Paragraphing 
Part method 
1 
Payee 
I 
0 
1 
0 
1 
7 
7 
0 
. ;J Perfect accuracy 7 
1 Perfect copies 12 
2 
0 
2 
0 
0 
0 
1 
0 
0 
1 
4 
0 
0 
1 
0 
0 
0 
0 
0 
0 
0 
1 
0 
35 
22 
9 
13 
1 
3 
2 
1 
2 
1 
7 
8 
1 
1 8 
1 '13 
Total Definition 
An exercise which contains I 
difficult letter combinations 
so that the typist must con-
centrate on accuracy rather 1 
than on speed. 
The ability to tJ~e auto-
matically~ as wholes~ rather 
than to think of the posi tionl 
of each individual letter or 
word. 
Dividing related topics into 
1
1 
separate sections or passage r 
Presentation of a few letterJI 
at a time in introducing the 
keyboard rather thanall ( 
of the letters at once. 
The person to whom money is 
made out. Example: The 
payee's name on a check is 
filled in after 11 Pa7. to the 
order of . ......... · .. ~~ 
Freedom from error. 
See: PE~~CT ACCURACY. 
114 
'I 
I 
Perfect copy 
Perfect rhythm 
Periodicity of 
effort 
M 
11 
0 
1 
Periphery business 
skills 0 
Personal 27 
11
,Personal 11• 1 
T 
2 
4 
p 
6 
0 
0 0 
0 1 
0 0 
0 0 
Personal typewrit-
ing ·· 0 · 1 1 2 
Pe r s onal t yp i ng 
Persona l t ypis t 
0 
0 
2 3 
0 1 
~ - . . . . 
Definition Totai 
19 
4 
1 
1 
27 
1 
3 
5 
1 
See: PERFECT ACCURACY. 
See: METRONOHIC RHYT HH . 
The maximum amount of time 
at which a typist can work 
at top speed. 
The development of execution JJ 
in the handling of material~ 
such as the feeding of J 
envelopes into the type-
writer, and the efficient 
arrangement of working · 
materials. 
Priva te use. See: PERSONAL 
TYPEWRITI NG. 
Such a notation on an en-
velope means that the con-
tents are confidential and 
should be opened by the 
addressee only. However, 
advertising letters some-
times use this means of 
gaining the attention of 
the employer so that many 
businessmen permit their 
secretary to open person-
ally-marked mail. 
Nonvoca tional typevlri ting . 
Such a course has for its 
purpose the mastery of 
typing ~ hniques geared to 
an individual's own needs 
rather than for voc a tional 
purposes. Example: The 
writing of themes, bibli- I 
ographies , personal letters, 
a business letter, etc. 
:::: ;rh:E~~::L c :::::::: : · 1, 
i rSormation . 
I 
115 
Personal use 
Personal-use 
typewriting 
Personal use 
typing 
Pharmaceutical 
keyboards 
Phrase associa-
tion level 
Phrase level 
Phrase patterns 
Fica 
Piecemeal plan 
I Piling 
I 
i J 
I' 
I 
Pla cement 
Platen* 
Platen scale* 
p 
31 0 19 
0 0 1 
0 0 4 
0 0 
2 0 
5 0 
1 0 
14 30 
0 25 
4 3 
1 0 
12 7 
5 0 
1 
0 
2 
0 
5 
0 
1 
0 
1 
0 
II 
I! 
116 
Tot a l Defini t i on 
50 
1 
4 
1 
2 
7 
1 
25 
8 
1 
20 
5 
See: PERSONAL TYP~iRITING. 
See: PERSONAL TYPEWRITING. 
See: PERSONAL TYPE\•TRITING. 
Specialized keyboards. 
The ability to type a group 
of \"lords automatically, as 
wholes, rather than to type 
each '\ford on the \vord or 
letter level. For example, 
to type the phrase 11 it will 
be 11, automatically, as a whol , 
is ~ to type on the phrase-
association level. 
See: Pffi~SE ASSOCIATION 
LEVEL. 
See: PHRASE ASSOCIATION 
LEVEL. 
The regular type--10 spaces 
to the horizontal inch. 
A method of practicing a 
part of a business letter at i 
a time. For example, a drill 
on inserting the paper and 
typing the date in the ap-
propriate place; or a drill 
on typing the inside address 
and -salutation. 
An overlapping of one 
character on another, or 
the piling of keys at the 
printing point. 
Position or arrangement. 
II 
'I 
I 
II_ 
I 
I 
Point of 1vri ting 1 
Pointer* l 
Portable machines 1 
II 
il Portable type-
writer s 4 
Portables 6 
Postal guide 1 
,I 
'I Postscript 0 
Pragmatic 0 
Pragmatic standardO 
Pressure 1 
I. 
I 
T 
0 
0 
0 
0 
0 
0 
1 
0 
0 
0 
p 
0 
0 
0 
0 
0 
0 
0 
2 
1 
0 
I 
I 
1
1 
ll 'Tt 
Total Definition II 
1 
1 
1 
4 
6 
1 
1 
2 
l 
1 
See: PRINTING POIN·r. 
A smaller model of the 
standard size typev;ri ter 
which may be carried 
conveniently. 
See: PORTABLE lv.rACHINES. 
See: PORTABLE 1-1..1\0 HINES • 
A reference book listing 
every post office in the 
United States. The United 
States Of ficial Postal Guide 
contains three lists of post 
offices listing them alpha-
betically by state and 
cou..Ylty 1 in addition to a 
complete alphabetic list of 
all post offices in the 
United States vri th t he zone I 
nu.l].bers. 
An afterthought usually I 
expressed by the abbreviation 
",P. S." below the identifica- 1 
£ion initials in a business 
letter. This is also used 
as a means of added empha-
sis. In typing it follows 
the same pa ttern as t he 
paragraphs within the letter 
Concerned with practica l 
outcomes, such as a prag-
matic presentation of a 
lesson. Example: Exercises 
which would b e of value to I 
the student such as typing 
his 01·m themes, notes 1 and I 
personal letters. 
See : PRAGJI'IAT IC • 
Typing touch. 
I 
I 
_j 
I 
II 
lj 
M T 
Preview 0 57 
Printing point 5 11 
Printing point 
indicator* 1 
Production test 0 
Profile 1 
Profiles 1 
Progress charts 
4 
1 
0 
0 
or cards 2 0 
Progressive 
speed builder 0 48 
Proofread 19 26 
Proofreader's 
mark s 1 1 
p 
0 
0 
0 
0 
0 
0 
0 
0 
5 
0 
Proofreader's 
symbols 
Proofreading 
3 
27 
7 
0 1 
4 13 
Purchase order 
Purchase orders 
Purchase 
requisitions 
0 
0 
0 
2 
3 
0 
0 
0 
Total Definition 
57 
16 
5 
1 
1 
1 
2 
48 
50 
2 
4 
44 
7 
2 
3 
To sample. To preview a 
lesson is to . remove hazards 
which the students might 
encounter and to acquaint 
them with the problems at 
hand. 
The position at which a 
key strikes the paper. 
The mass output. 
The contour of one's evalua 
tion chart which shows the 
strong and v-reak points of 
one's ability. 
See : PROFILE. 
A record of one's work . 
An exercise to build speed 
and eliminate any waste 
motion in the nonkeyboard 
techniques. 
To examine every letter and 
space, marking errors for 
correction. 
Symbols which are used in 
marking errors on copy, sue 
as tr for transposed letter 
or \vords. 
See : PROOFREADER 1 S 1'-'l.ARKS • 
See : PROOFREAD • 
I 
I 
Written requests for arti-
cles to be bought. !I 
118 
Push-release 
stroke 
Pushing 
Putty cleaner 
0 
3 
3 
T 
0 
0 
0 
.Quantity produc-
tion 0 10 
Qu :'!..c}t get-away 
Quick release 
Quicker getavmy 
1 Rack* 
I Radiograms 
1 
4 
0 
0 
6 
Ratchet* 0 
Ratchet release* 0 
Ratchet wheel* 10 
Rate 
Re line 
0 
0 
0 
0 
1 
2 
0 
0 
6 
0 
2 
0 
1 
0 
0 
1 
1 
0 
0 
0 
0 
1 
0 
0 
0 
1 
Total Definition 
1 
3 
3 
1 1 
2 
4 
1 
2 
6 
1 
6 
10 
2 
l 
Finger action contrary to 
the snatch stroke or the 
tiger stroke. 
Finger action opposite to 
the snatch stroke. 
A substance used to free 
the t ype bars of any i nk 
and dust. It is pl iable 
and may be kneaded to ex -
tend its length of service ; 
it is not commonly u s ed n ow 
Output. 
A fast release; a staccato 
touch. 
See: QUICK GET-AWAY. 
See: QUICK GET-AWAY. 
A telegram or message sent 
via air "IJ'iaves. 
Speed. 
A line giving the subject 
~atter of the contents. 
Example: ".In re' (or Re) : 
Salary increase for Miss 
Jones would appear in a 
business letter between the 
inside address and saluta-
tion (blocked or centered) 
so that the recipient of' th ., 
letter can te.ll. at a glance J 
the general contents of the 
letter. This phrase is I 
119 
' equival.ent to the u.Subject". I =======J~;-======================================~~r~~"A~t~t~e~n~t~i~o~n~'~' =l~i~n~e~======-=·#=========~ 
Reach 
Reach errors 
!Reach sense 
9 
15 
0 
/
'/ Reach-touch 
,
1
Reaches 
stroke 1 
I, 
Reaching 
5_2 
0 
Reams of paper 1 
IRed-hot keys 0 
!Reference initials 1 
I 
Regular size 
envelope 
Regular sized 
envelopes 
Release* 
II Release 
'I 
lever* 
II 
4 
0 
0 
1 
15 
1 
T 
5 
5 
0 
0 
8 
9 
0 
0 
4 
0 
1 
1 
0 
4 
0 
p 
3 
0 
1 
0 
5 
0 
0 
1 
0 
0 
0 
0 
0 
0 
0 
Total Definition 
17 The finger action from one 
key to another. 
20 A misstroke. 
1 
1 
65 
9 
See: FEEL. 
See: FEEL. 
See: REACH. 
See: REACH. 
li 
I 
I 
1 20 quires (24 sheets to one I 
quire) totaling 480 sheets. 
1 
5 
4 
1 
1 
1 
19 
1 
The principle of considering 
the keys '~hot 11 to impress 
upon the student the neces-
sity of a quick release for 
speed. 
Dictator's and secretary's 
initials, or the secretary's 
initials in the lmver left . 
corner of a letter opposite 
the typed title in the 
complimentary close, or a 
few spaces below it. 
See: BUSINESS SIZED ENVE-
LOPE. 
See : BUS I NESS SIZED ENVE-
LOPE . 
Paper measuring 8t11 X 11. II 
A drill which does not 
require concentrated atten-
tion on the part of the 
typist. 
II 
I 
I 
I' 
II 
Released 
Releases 
Releasing 
Remedial 
Removing ribbon 
Repair services 
Requisition 
Retimirrg 
Return address 
2 
1 
3 
36 
1 
1 
0 
0 
8 
T 
0 
0 
0 
4 
0 
0 
2 
p 
" 
0 
0 
0 
9 
0 
0 
0 
2 0 
T 1 
Return carriage 6 21 2 
Return carriages 1 0 0 
Total Definition 
2 
1 
3 
49 
1 
1 
2 
2 
16 
29 
1 
To unlock, such as the 
marginal stop or the 
carriage release. See: 
CARRIAGE RELEASE or 
1-1ARGIN RELEASE LEVER 
in the secti on on Service 
Mechanisms of the Type-
writer. 
See: RELEASED • 
See: RELEASED . 
To correct or to remedy . 
·I 
A written itemized request 
fo l" suppl i es. 
A rewriting of the same 
material. 
The writer's name and ad-
dress \'Thich appear in the 
upper left corner or on 
the flap of the envelope. 
A letterhead may also be 
considered as a return 
address. 
To thrmT the carri.a ge to 
the right so that the 
printing point \·rill be 
at the beginning of the 
line. See: Cfu'-ffiiAGE 
THR0\'1 in t he section 
on Service Mechanisms of 
the T?t'pewriter. The 
term . 1,Thrmving the 
Carriage'~, is preferred t o 
11
.Returni:ci.g the Carriage~' 
s i nce it implies a fast~r II 
motion. 
See: RETURl'~ CARRIAGE • I I 
I 
121 
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,, 
122: 
--
.. 
M T p Total Definition 
Return lever* 1 0 0 1 
Returning carriagel6 1 0 17 See: RETURN CARRIAGE. 
Retype 0 60 0 60 To re\'lri te; to do over. 
Retyping 0 0 3 3 See: RETYPE. 
Retyping s 0 1 0 1. See: RETYPE. 
Reverse ti'lir1 1 0 0 1 To turn the cylinder lmoh 
fonrard such as in chain 
front-feedi,ng. 
Reversing eyelet 2 0 0 2 To remove the ribbon from 
the spool and revlind it 
upside down thereby using 
the other half of it. 
Revise 0 2 0 2 To correct, such as a 
manus.cript or article. 
Revised copy 0 1 0 1 Material which -has been 
corrected. 
Revised keyboard 0 3 0 3 See: SD-1PLIFIED KEYBOARD. 
.. 
-
Revises 0 1 0 1 The corrections which were 
indicated on the manuscr.ip . 
Rewrite 0 1 0 1 To type again with cor-
rections. 
Rhythm 83 20 10 113 A steady movement of the 
carriage due to the strik-
ing of the keys at a Uni-
form rate of speed. 
Rhythm drill 2 18 0 20 An exercise to promote an 
evenness in timing the 
stroking. 
Rhythm patterns 3 0 0 3 See: RHYTHr•1. 
Rhythm records Records of various strok-
(or pacer) 1 0 1 2 ing speeds to promote 
speed and an evenness of 
touch. 
---·---·-

124 
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IJI T p Total Definition:. 
,.. - ~ # • 
Ribbon keytt- 2 0 0 2 
Ribbon position 
indicator* 0 1 0 1 
Ribbon reverse* 1 4 0 5 
Ribbon selector* 0 3 0 3 
Ribbon spool* 2 0 0 2 
Ribbon spool 
cover* 0 . 2 0 2 
Ribbon spools* 5_: 1 0 6 
Ribbon~winding 
lever* 0 1 0 1 
Ribbons-t• 16 0 14 30 
Right-hand See: RIGHT-HAJ:IID \·lORDS. 
sentences 1 0 0 1 Sentences composed entirel 
of '"ords typed \'lith the 
right hand. 
Right-hand '\-fords 4 0 0 4 Words which are typed with 
the right hand only, such 
as upon, pin, and hill. 
Roll* 0 1 0 1 
Roller* 2 17 1 20 
Roller knob* 1 0 0 1 
Rollers* 2 0 0 2 
Rough draft 32 30 9 71 An initial outline on vrhic 
corrections have been 
indicated. 
Rough drafts 19 4 10 33 See: ROUGH DRAFT • 
I Rubber roll* 1 0 0 1 
II Rubber rollers* 1 0 0 1 
li ~~ Rubber rolls 0 1 0 1 
jl r--
I 
II 
il I. 
II_ 
" I' 
li 
Rule in .the 
machine 
Rule on t.he 
machine 
Ruled forms 
Ruled tabulation 
Ruling in the 
machine 
Ruling on the 
machine 
Running copy 
Sales letters 
Salutation 
Salutations 
Scale* 
Scratching stroke 
Second sheets 
l 
1 
0 
0 
12 
9 
0 
0 
0 
0 
0 
1 
1 
T 
0 
0 
2 
0 
0 
0 
1 
0 0 
0 0 
3 1 
2 
2 
4 
6 
0 
0 
0 
0 
2 
0 
0 
0 
Total Defini t·ion~ 
1 
1 
2 
1 
12 
9 
4 
2 
2 
6 
6 
1 
1 
To .draw lines on the paper 
by holding a pen or pencil 
against the cylinder scale 
or printing point mechanis 
and turning the cylinder 
knob back and forth for 
vertical lines, or by 
using the variable line 
spacer and moving the 
carriage back and forth 
for horizontal lines. 
See: RULE IN THE MACHINE. 
Blanks containing ruled 
lines, such as legal forms~ · 
checks, application blanks ; 
etc. 
Lines drmm between 
columns. 
See : RULE IN THE :VJ.AC P.J:NE • 
See : RULE IN THE MACHINE. 
See: CONTINUITY COPY. 
A means of advertising. 
A greeting .. :Ln. a let t~r, 
~llch as Gentlemen, Dear 
Madam, Dear J1r • . Jones;-
etc., 1-rritten .2 .spaces 
above the opening para-
graph at t he left margin. 
See : SALUTATION. 
The tiger stroke; a stac-
cato touch. 
Plain paper (the same 
quality as that of the 
letterhead) for the second j' 
hae_t_o"' a._t J'i....O 'Qa _e letter ~ 
125 
I 1265 
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M T p Total Definition_ 
Secretarial .o 0 6 6 Pertaining to duties 
performed in an office. 
Secretarial An area of business edu-
science 0 0 2 2 cation which prepares fo 
office work, such as 
shorthand, typewriting, 
filing, business ma-
chines, etc. · 
Secretarial Skills pertaining to 
teclmiques 0 0 1 1 office work, such as 
correct letter set-ups, 
telephone procedures, 
filing, etc. 
Secretaries 0 0 2 2 People who handle con-
fidential matters for 
others. 
Secretary 1 0 2 3 See: SECRETAIUES • 
Selector model 0 0 4 4 A refinement of the 
Standard manufactured by 
the American Automatic 
TTpewriter Company. It 
is capable of carrying 
a larger roll on which 
several letters are per-
fora ted. This model is 
equipped with a selector 
dial so that the opera to 
may choose the letter he 
wants to type. 
Semi block 1 44 0 45 A letter style in \vhich 
the date line ends at th 
right margin, the para-
graphs are indented, and 
the complimentary close 
is centered or flush wit~ 
the right margin.· 
Semibusiness Letters which are of a 
letters 0 0 1 1 business nature and yet 
contain a personal ele-
ment. The letter set-up 
consists of the inside 
address typed · opposite 
the complimentar close. 
------ ----------
----
lj 
I 
I 
M 
Sentence association 
level 2 
Sentence level 1 
Service mechanisms 0 
Sharp 0 
Sharply 
Shield 
Shields 
Shift 
0 
0 
5 
8 
T -p 
0 
0 
0 
3 
1 
0 
0 
0 
0 
0 
1 
2 
0 
4 
0 
1 
,_ -· . 
Total Definition 
2 
1 
1 
5 
1 
4 
5 
9 
The ability to type a 
sentence automatically, 
as a whole, rather than 
to think of the locatio 
of separate letters or 
i'Tords. 
See: SENTENCE ASSOCIA-
TION LEVEL. 
P~rts of the type'I.<Tri ter ,I 
such as the platen, I 
cylinder, ribbon 
mechanism, spacebar, et • 
Staccato, such as per-
taining to touch. 
See: SHARP. 
See: KEYBOARD SHIELD • 
See: KEYBOARD SHIELD. 
To lock the shift key 
so that the upper case 
keys may be used. 
Shift lrey* 89 32 3 124 
Shift key model 
Shift keys* 
Shift lock* 
Shift-lock key* 
Shifted 
Shifting 
Shipped via 
0 
9 
20 
1 
2 
14 
1 
0 
4 
6 
1 
0 
1 
0 
1 
1 
0 
0 
0 
5 
0 
1 
14 
26 
2 
2 
20 
1 
A typewriter introduced 
by the RemingtQn Compan 
in 1878. 
See: SHIFT. 
See: SHIFT. 
Sent by \vay of. For 
example: The package 
was shipped via parcel 
post. 
127 
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)) 
Side guide* 0 
Sight method 6 
' Sight seeing method l 
Sight typevrri ting 
Sight typing 
Signature section 
2 
1 
0 
Simplified keyboard 0 
I 
Single, double or 
tripled spacing 
Single lceyboard 
typewriter 
1 Single space 
1 
0 
3 
T 
1 
0 
0 
0 
0 
4 
0 
0 
0 
4 
p 
0 
0 
0 
0 
0 
0 
1 
0 
1 
l 
Total Definition: 
1 
p 
1 
2 
1 
a. Typev-Triting by looking 
at the keys--opposite from l 
the touch system. 
b. A ne'i'f trend--the 
students look at their key 
in learning the keyboard 
until they knm'f the loca-
tions. 
See: SIGHT IlffiTHOD. 
See: SIGHT METHOD. 
See: SIGHT !·iETHOD. 
4 That part of the compli-
mentary close which con-
tains the name of_ the 
firm or the name of the 
dictator.. Example: 
1 
1 
1 
8 
Sincerely yours, 
AMERICA1{ UTILITIES 
or 
Sincerely yours, 
L. C. Greene 
The Dvorak keyboard. 
The top row contains 
numbers and characters. 
The t hird row contains: 
: /? , I, . /. P -y f g c 
r l &/ 1 
Second rm'f : 
a o e u i d h t n s t /-
First rmv: 
;/: q j k x b m w v z 
No interval or space 
between each line of 
writing . 
128 
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I ~f T p Total Definition 
-· - . . - ~ 
Single spaced 5 16 1 22 See: SINGLE SPACE. 
Single spacing 0 13 0 13 See: SINGLE SPACE. 
Skill 201 113 0 314 :Mastery of a technique, SUC · 
as learning h0\1 to type a 
business letter, to type 
carbon. copies, and to 
chain-feed envelopes, etc. 
Skill building 134 26 117 277 That which promotes expert-
ne s s of a t echnique. 
Skill-develOlE ent 2 0 1 3 See: SKILL BUilDING. 
Skilled 2 0 0 2 Proficient. 
Skillful J..3 0 0 13 See: SKILLED. 
Skillfully 4 0 0 4 See: SKILLED. 
Skills 43 0 22 65 Proficiencies. 
Skip-around An eclectic method of teach 
method 5 0 0 5 ing the keyboard since 
there is no particular 
pattern of presenting the 
keys. 
Skips 3 0 0 3 Jumps. The machine is 
said to '.',skip". vrhen there 
are more~ than~the desired 
number of spaces between 
letters or \'lords. This 
may be due to a faulty 
mechanism or to poor 
spacebar technique. 
Slanting 0 3 0 3 Sloping (in reference to 
the correct position of 
the hands in typing). 
Slurring letters l 0 0 1 Blurred or shadm'l'ed letters 
due to a pushing of the key 
in contrast to the snatch 
stroke. 
I 
I 
I 
-----
_ ,I 
-----
'L __ 
II 
,J 
I li 
,, I 
,, 
-k-
Snap 
Snappy 
Snatch stroke 
Soft-coated carbon 
M 
1 
7 
4 
T 
0 
8 
0 
~aper 0 1 
Soundscriber 0 0 
Space 36 56 
p 
1 
0 
2 
0 
1 
0 
Spa ce bar* 46 15 18 
•.••• space line 3 26 
••••• space typing 
line 1 0 
Spaced out 0 1 
2 
0 
0 
. ·-. 
Total Definition: . 
2 
15 
6 
1 
1 
92 
79 
31 
1 
1 
Sharp, quick stroking. 
See: SNAP. 
See: SNAP. 
Carbon paper which may be 
used to the best advantage 
by the typist with a light 
touch. Colored soft-
coated carbon (other than 
blacl~) is used _ for various 
duplicating processes. 
A dictating and transcrib:-
ing machine using a disk 
rather than a cylinder for 
the voice recording. 
The interval between let-
ters or lines. 
Each horizontal inch con-
tains 10 pica or 12 elite 
spaces. For example, 
a 50-spa ce line would 
refer to 5 inches in_ 'lfthich 
material of pica type coul 
be -vvritten. A 48-space 
line would refer to 4 
inches in which elite type 
could be written. 
See ...•. SPACE LINE • 
Justified margins. _Each 
line ends at the right 
margin . by means of insert-
ing extra spaces beti'teen 
words or betv1een letters 
of words. Some typevtri ter 
have a mechanical device 
for such purposes. 
Spaces 69 165 13 247 See: SPACE. 
Spacing 22 21 3 46 See: SPACE. 
II 
I 130 
II 
I 
! j 131 
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I 
M T p 
Spacing lever-:. 1 
Spacing mechanism* 0 
Spasmodic typing 1 
0 
1 
0 
0 
0 
0 
Special attention 8 0 0 
Special mail 
notations 0 0 1 
Special notations 0 0 1 
Specialized key-
boards 
Speed 
Speed builder 
Speed building 
Speed progress 
record form 
Speed sentence 
Speed sentences 
Speed test 
Speed tests 
0 0 1 
233 194 131 
0 80 0 
0 0 6 
0 1 0 
0 21 
l 0 
l 0 
10 0 
0 
0 
4 
2 
Total Definition 
1 
1 
1 
8 
1 
1 
l 
558 
80 
6 
1 
21 
1 
5 
12 
I 
Short periods of intensive ~ 
typing. 
See: ATTENTIO)'i CLAUSE. 'i 
Directions for such ser-
vice as air mail, special 
delivery, or handle with 
care, etc.; written on an 
envelope or package. 
Directions for special 
. mail handling such as 
air mail, special delivery, 
etc. Also an attention 
line or enclosure within 
a letter. 
Keyb.oards containing 
characters and symbols 
pertaining to a particular~!~ 
trade, profession, or I 
language. 
I 
II 
An exercise which promotesj
1
/ 
skill in finger dexterity . 
and fluency in typing. l,l 
See: SPEED BUILDER. 
An evaluation to serve as I 
the basis for remedial 
1
1 
WOl'"'k. 
See : SPEED BUILDER. 
See: SPEED BUILDER. 
The prefer~e~ term is 
timed vrriting. 
See: SPEED TEST. 
II ::::: :::~:::. 
Speeds 
Speedy 
Spool* 
Spool. cup~" 
Spool cups* 
Spool leveF-" 
Spools* 
Spread 
Spreading 
Sprint rates 
Squeezing 
Staccato 
Staccato tones 
Standard 
Standard automatic 
0 
0 
T 
1 
1 
4 4 
0 1 
18 34 
1 0 
2 0 
0 1 
21 5 
2 4 
9 10 
1 
0 
0 
1 
12 
0 
0 
2 
0 
0 
typewriter 0 0 
Standard business 
stationery 0 
Standard keyboard 0 
0 
0 
f 
0 
0 
8 
0 
0 
0 
0 
0 
0 
0 
4 
0 
1 
2 
0 
1 
2 
1 
1 
Total Definition: 
1 
1 
16·~ 
L 
52 
1 
2 
1 
26 
6 
23 
1 
1 
To extend a certain number 
of letters into a larger 
number of spaces. For 
example, to type a 5 letter 
word into six spaces by 
means of the backspacer. 
Example: speed 
See: SPREAD. 
High speed for a short 
timed w·ri ting. 
See: CROWD. 
4 Sharp and quick in refer-
ence to the striking of key~. 
l Sharp, marlced strokes. 
13 The regular- sized type-
writer, as :q;posed to the 
portable typevlri ter. 
2 
1 
1 
See: AUTO]IIATIC TYPEVTRI'l'ER. 
Paper measuring 813-", x 11. r~~ 
The regular keyboard. 
132 
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il 
II 
Standard machines 0 
Standard manual 
typevlri ter 
!standard model 
Standard setting 
Standard sized 
pe.per 
Standard-si zed 
sheet 
Standard sized 
stationery 
Standard-sized 
type1r1ri ting 
paper 
0 
0 
0 
0 
0 
0 
0 
Standard stationery 0 
Standard type-: 
writers 
Standard type-
writing paper 
Standard-".'lidth 
paper 
. Standard word 
Standard words 
0 
0 
0 
0 
0 
Standardized lettersO 
I 
! 
II ~----
T 
0 
0 
0 
18 
3 
l• T 
2 
3 
1 
0 
1 
2 
3 
5 
0 
p 
1 
1 
2 
0 
0 
0 
0 
0 
0 
1 
0 
0 
1 
0 
1 
-
Total Definition 
1 
1 
2 
18 
3 
2 
3 
1 
See: STANDA.R.D • 
A regular- sized machine 
operated by hand. 
See: STAN"DARD. 
A regular keyboard. 
See: STAJ\IDARD BUSINESS 
STATIONERY. 
See : STANDP.-'-w BUS H1ESS 
.$'I'ATIOlifERY. 
See: STANDl~RD 3USI:i'ili ,SS 
$TATI ONERY. 
-
See: STANDA.tLffi BUSINESS 
STATIONERY. 
See: STANDARD BUSINESS 
STATIONERY. 
1 . See: STANDARD. 
1 
2 
4 
5 
1 
See: STATIJ"'DARD BUSINESS 
STATIONERY. 
Stationery \vhich measures 
8!11, across. 
~ 
Four letters and one stroke 
(a total of 5 strokes) are 
recognized by the Inter-
national Type\vriting Contes 
Rules as typifying the av-
erage \·lOrd. 
See : STANDARD HORD. 
a. Form letters. 
b. A set arrangement of 
parts of a letter~ such as 
full block or modified 
block. 
133 
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M T p Total Definition 
Stapling machine 1 0 0 1 An office appliance which 
fastens papers t~gether by 
means of a wire-stitching 
process. 
Starting point 2 9 0 11 The beginning. 
Statistical skill 0 0 1 1 Ability to set up tabulated 
material--words, figures, 
and special characters. 
Statistical type- Typing words, figures, and 
writing 0 0 13 13 special characters in 
columns. 
Statistics 2 0 0 2 Science of setting up and 
typing tabulated reports. 
Stencil 26 14 2 42 a. A device on the type-
writer whereby the ribbon 
is disengaged and the key 
is thus in a position to 
strike a clear cut impres-
sion on the substance to 
be used for duplicating 
purposes without hitting 
the ribbon at all. 
b. There are three types 
of stencil: wet, wax, and 
dry. The dry stencils are 
most commonly used. The 
stencil is the master copy 
from which all other copies 
are duplicated on the 
mimeograph. 
c. See: STENCIL CUT-OUT 
in the section on 11 Service 
Mechanisms of the Typewrite 
and their Function. 11 
Stencil cut-out* 2 0 0 2 
Stencil cutting 2 3 3 8 See : CUT STENCILS. 
Stencil duplicated 0 0 1 1 See: MIMEOGRAPH. 
Jl stencil duplicat-
2 0 0 2 
The mimeograph which uses a I ing machine stencil for reproducing 
II 
I copies. 
I 
I 
I 
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M T ~ Total Definition 
Stencil duplicator 0 1 0 1 A mimeograph machine. 
Stencil lever* 4 0 0 4 
Stencil levers* 1 0 0 1 
Stencil sheet 0 1 0 1 A paper cushion placed 
between the stencil and the 
backing sheet. It is 
usually blue for . a white 
stencil, and white for a 
blue stencil; this facili- I . tates in proofreading the 
copy and gives a cleaner 
I cut stencil. 
Stenciling 1 0 3 4 See: CUT STENCILS. I 
Stencils 22 2 6 30 See: STENCILS. 
Stenographer 1 2 10 13 One who takes dictation 
and transcribes. 
Stenographers 0 1 5 6 See: STENOGHAP.BER. 
Stenographic 1 0 0 1 That which bears a relation 
to the duties of a sten-
ographer. 
Stop* 5 5 0 10 
Stop watch l 0 0 1 A timing device measuring 
fractions of a minute or 
minutes which may be 
started or stopped by means 
of a lever. 
Stops* 2.0 6 1 27 
Straight copy 5 2 12 19 See: CONTINUITY COPY. 
Straight-copy rate 0 0 1 1 See: CONTI~uiTY COPY. 
Straight-copy See: CONTINUITY COPY. 
speed 0 0 2 2 
I 
Straight-copy 
I tests 0 0 1 1 
_I 
-------- ------- ----
II 
Straight-copy 
typing 
Straight printed 
copy 
Stretching and 
strengthening 
drills 
Strike 
Strike-overs 
Strikes 
Striking 
Stroke 
Stroke level 
Strokes 
Stroking 
Struck 
Struck-over 
letters 
Subject clause 
Subject line 
Subject notice 
Supplementary 
text 
Sustained 
i• 
- --=IL ___ - --
M T 
0 0 
0 0 
1 0 
44 .136 
6 0 
p 
1 
1 
0 
Total Definition 
1 
See: CONTINUITY COPY. 
1 
Exercises to promote finger 
dexterity by stretching the 
1 hands or by typing keys 
requiring long reaches. 
7 187 To hit with a sharp blow. 
0 6 One character typed over 
another; considered unde-
sirable. 
26 12 1 39 
55 26 4 85 
116 16 34 166 
See: STRIKE. 
See: STRIKE. 
See: STRIKE. 
0 0 1 1 See: LETTER AS SOC IAT I ON 
LEVEL. 
56 11 31 98 See: STRIKE. 
32 43 51 126 . See: STRIKE. 
82 75 0 157 See: S~RIKE. 
4 0 0 4 
0 1 0 1 
0 3 2 5 
15 0 0 15 
1 0 0 1 
0 2 1 3 
See: STRIKE. 
See: ; I RE LINE and I NTER-
OFFICE FOR.111 . 
See : RE LINE AND I NTER-
OFFICE FORJ.v.I. 
See: SUBJECT CLAUSE. 
A book used in addition I 
to the regular textbook, 
such as a book for remedia] 
work or for speed building.!! 
II 
Maintained at a steady ratj ' 
of speed for a prolonged 
!.io.L of _tim_e. _______ _ 
136 
II 
I' 
I 
I 
----
137 
:M T p Total Definition 
Sustained control 0 14 0 i4 Methods of restricting 
· speed for the development 
of accuracy for a prolonged 
period of time. 
Sustained control A type of exercise to 
builder 0 12 0 12 promote accuracy under 
regulated speed for a 
prolonged period of time. 
Sustained speed 0 16 0 16 See: SUSTAINED CONTROL. 
Sustained speed 
builder 0 14 0 14 See: SPEED BUILDER. 
Sustained typing 2 2 0 4 Typing over a prolonged 
period of tL~e retaining 
a high degree of efficiency! 
Sustained writings 0 0 2 2 See: SUSTAINED TYPING. 
Syllabic intensity 9 0 0 9 The ratio of the syllable 
to the vrord. For example, 
if a word has 2 syllables 
the syllabic intensity is 
2. Example: To be-tray. 
This phrase contains 3 
syllables; therefore the 
ratio is three syllables 
over 2 words, or 1.5 
syllabic intensity. 
The intensity measures the 
difficulty of material. 
· A syllabic intensity of 
1.2 indicates that the 
material is less than 
average in difficulty; 
1 1.4, average in difficulty ~ 
1.6,more difficult. than 
the average. 
Syllable associa-
tion level 1 0 0 1 The stage in the develop-
ment of typing as dis-
tinguished from the word 
level, such as type-writ-
I 
ing instead of typewriting 
as a unit. See: LETTER 
ASSOCIATION LEVEL. II 
'I j _____ 
--w--
II 
II 
II I /~ 
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M T p Total Definition 
Syllable associa- See: SYLLABLE ASSOCIATION 
tion stage 1 0 0 1 LEVEL. 
Symbol keys 0 0 4 4 Those keys or combination 
of keys which convey a 
meanin~~ such as the number 
sign ( for pounds, or the 
diagonal line ( /) and hyphe· , 
forming a plus _sign (/). 
Symbols 0 0 2 2 See: SYI\ffiOL KEYS. 
Tab* 15 0 3 18 
Tab bar* 0 3 0 3 
Tab clear lrey* 0 1 0 1 
Tab key* 0 2 0 2 
Tab keys* 0 0 3 3 
Tab set keY* 0 1 0 1 
Tab stop* 0 3 26 
Tab stops* 0 12 10 22 
Table of contents 0 1 0 1 
Tabs* 0 1 1 2 
Tabulate 5 4 10 19 To arrange in columns. 
Tabulated 8 0 13 21 See: TABULATE. 
Tabulates 0 0 1 1 See: TABULATE. 
Tabulating 28 7 9 44 See: TABULATE. 
Tabulating bar* 0 0 1 1 
Tabulating keys* 0 0 4 4 
Tabulation 30 47 18 95 The arrangement of material 
into columns. 
Tabulations 14 11 12 37 See: TABULATION. 
Tabulator* 28 11 5 44 
----
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Tabulator bar* 0 6 2 8 
Tabulator clear* 0 2 0 2 
Tabulator clear 
key* 0 5 0 5 
Tabulator key* 45 9 4 58 
Tabulator keys* 0 0 1 1 
Tabulator rack* 0 2 2 4 
Tabulator scale* 2 0 0 2 
Tabulator set* 0 1 0 1 
Tabulator-set keY* 0 4 0 4 
Tabulator stop* 10 22 1 33 
Tabulator-stop 
clear key* 1 0 0 1 
Tabulator-stop 
set keY* 1 0 0 1 
Tabulator stop 
setting s* 0 1 0 1 
Tabulator stops* 23 12 13 48 
Tabula tors"'" 3 4 1 8 
Tangible goals 1 0 0 1 Those objectives which can 
be attained, such as 
speed or accuracy in a 
timed writing, or production 
of letters within desig- I 
nated periods of time, etc 
Teacher-directed 
practice 1 0 0 1 
Teclmique drills 1 0 0 1 Practicing certain phases 
of typewriting keeping in 
mind time and motion. 
Technique 332 0 32 364 The manner in which a skil 
is performed. 
- --- ---
I 
Techniques 
Telegram 
Telegrams 
Teletyping 
10-\'ford penal t.y 
10-word-per error 
81 
0 
7 
0 
0 
penalty 0 
Testing material 
Theory of three 
1 
0 
T p Total Definition; 
I 
I 
I 
1
. 40 
0 34 115 See: TECHNIQUE • 
7 
4 
0 
0 
0 
0 
0 
0 
0 
1 
5 
1 
0 
6 
7 
11 
A '\>Tritten communication 
transmitted by wire. See: 
FULL-RATE TELEGRMf, DAY 
LET':2ER, . AND NIGHT LETTER. 
See : TELEGR.Aivi • 
1 "A form of type11ri ter 
machine by which communica-
tions can be se.nt and simul-
taneously recorded at a 
distance by means of wire 
which convey the letters in 
dots and dashes as in the 
Morse system of telegraphy: , 
thus, when 'A' is struck 
on the sending machine a 
dot and a dash are flashed 
over the wire and immediate 
'A' is indicated on the key-
board of the receiving 
machine at the other end, 
which may be thousands of 
miles array. ".1 
5 The International Contest 
Rules state that 10 five-
stroke words shall be 
deducted for each error in 
a timed t-Tri ting. 
1 
1 
6 
See: 10-WORD PENALTY. 
A specific method for the 
building of speed and ac-
curacy. Example: In taking 
a timed vrri ting three 
different times, the student 
lJoseph Devlin, Webster's . Dictionary, p. 532. 
World Publishing Company, 1942. 
New York: 
.. 
T 
Third-bank letters 1 0 
Thread the ribbon 2 1 
Threading of the 
machine 2 0 
Threading of the 
ribbon 1. 0 
Threading of the 
typewriter 1 0 
3-3 plan 
Thrm; 
Throw carriage 
0 16 
16 0 
3 24 
T hrovving the 
carriage 
Thumb piece* 
Thumb rack* 
Tiger stroke 
Time clock 
Timed continuity 
writing :test 
Timed copy 
Timed practice 
5 1 
1 
4 
1 
0 
1 
0 
1 
0 
0 
0 
0 
0 
1 
0 
p 
0 
0 
0 
0 
0 
0 
5 
2 
0 
0 
0 
0 
1 
0 
0 
0 
~ - .. " · .. 
Total Definition 
1 
3 
2 
1 
1 
16 
21 
29 
6 
1 
4 
1 
1 
1 
1 
1 
should proofread, cor-
rect, and practice after 11 
each timed writing. Each 
error should be corrected 
until it can be written I 
three times consecutively 
correctly. 
The third roi•f of keys on 
the standard keyboard 
containing: qwertyuio~§~. 
To insert the ribbon into 
the ribbon carrier. 
Inserting the ribbon at 
the type guide. 
See: THREADING OF THE 
MACHINE. 
See: THREADING OF THE 
RIBBON~ 
See: THEORY OF THREE. 
See : RETURN CARRIAGE • 
See : RETURN CA&."UAGE • 
See : RETURN CARRIAGE. 
A sharp blow with a quick 
release. 
See: INTERVAL TIMER. 
See: CONTINUITY COPY. 
Speed writing. 
Typing within a time 
limit. 
141 
Timed test 
Timed tests 
Timed writing 
Timed vlri tings 
Timing 
Timing device 
Timings 
Title page 
Top speed 
Touch 
Touch control* 
Trade-in-value 
Trainee 
Transcribe 
Transcribed 
Transcribing 
I Transcription 
JJ Transcriptions 
'I I, 
IIi 
16 
T 
0 
p 
0 
9 0 3 
5 4 20 
0 11 39 
0 7 0 
0 0 
3 28 
4 0 
5 0 
4 
0 
0 
0 
142 
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Total Def·ini tiom 
, . . 
16 A speed tesi:, or _timed wri tid • 
The term timed writing is I 
preferred • . 
12 
29 
50 
7 
See: TI~1ED TEST. 
See: TI!~ TEST. 
See: TIMED TEST. 
See: TI!{ED TEST. 
4 See: INTERVAL TIMER and 
STOP vvATC H. 
31 Writing under time. 
4 A sheet in the front of a 
book or article usually 
containing its full name, 
author's and publisher's 
names, -place and date of 
publication. 
5 
70 11 20 101 Action of the fingers in 
striking the keys. 
0 
1 
1 
1 
0 
5 
6 
0 
3 
0 
0 
0 
0 
0 
0 
0 
1 
0 
0 
0 
2 
0 
6 
1 
4 
1 
1 
1 
2 
5 
12 
1 
One who is being taught. 
a. To type from shorthand 
notes. 
b. To type a voice record-
ing. 
See : TRANSCRIBE. 
See: TRANSCRIBE. 
See: TRANSCRIBE. 
See: TRANSCRIBE. 
I 
I I I 
,, 11 143 
·I M T ~ Total Definition 
I 
I 
.., . . -· ... b) Transposed 4 2 0 6 Having changed the posi-tion of letters or words 
error. Fqr example, to 
typ~ acc~acy instead of 
acc£!:acy • . 
Transposing 3 0 0 3 See: TRANSPOSE. 
Transposition 13 0 0 13 See: TRANSPOSE. 
Triple space 1 1 0 2 To leave 2 spaces between. 
each line of writing. 
Triple spacing 0 3 0 3 See: TRIPLE SPACE. 
Twirl 18 3 1 22 To whirl, such as to turn 
the cylinder fast. 
Twirled 16 0 0 16 See: T\'liRL. 
-
Ti.;rirling 15 0 1 16 See: TVliRL. 
Twirls 6 0 1 7 See: T\'liRL. 
Two-page letter 0 4 0 4 
Type 203 934 135 1272 a. To operate a typewrite . 
b. The bars upon which the 
keys . are set. 
-Type bar* 6 2 0 8 
Type bar guide* 3 1 0 4 
Type bars* 4 0 1 5 
Type basket~~ 4 2 2 8 
Type-cleaning 0 0 1 1 
Type-cleaning 
1. 
brush 0 0 1 1 
Type-cleaning See: ClEANI NG FLUID. 
II 
fluid 0 1 0 1 I I 
I I Type face 1 0 0 1 Size and style of print. 
II I 
II 
Type guide* 9 0 0 9 
II 
I II 
II 
lj 
'I 
II 
I Typed 
Typed title 
Types 
Typescript 
Typevlri te. 
Typevfri ter 
Typewriter bill-
.. 
M T P Total Definition· 
67 80 72 219 To operate the typei·lriter. 
4 0 0 4 The typew·ri t ten name and 
29 
84 
20 
2 12 
0 0 
0 19 
43 
84 
39 
28 5 46 124 455 
position of the dictator in 
the complimentary close of a 
business letter. 
See: TYPED. 
Typewritten material. 
See: TYPED. 
See: BILLING MACHiliES. 
ing machine 1 0 0 1 
Type't'lri ter 
covers 2 0 0 2 
Type..,.rri ters 
Typewriting 
Typewriting 
contests 
35 39 28 102 
584 5 454 lO.!.J-' 1 
I Typewriting 
formats 
Typewritten 
8 
0 
13 
0 0 
0 • 1 
6 28 
8 
1 
47 
General style of manuscript. 
Typing 
Typing]X)ol 
700 258 208 1166 See: TYPED. 
0 
Typing: poo1s 0 
Typing technique 0 
4 
1 
1 
Typing techniques 0 15 
0 
0 
0 
0 
.. 
4 A department in a l a rge 
organization consisting of 
stenographers and typists on 
call to do work at random 
for various employees. 
1 
1 
15 
See: TYPING POOL. 
See: TEC HNIQUE. 
See: TECHNIQUE. 
144 
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M T p Total Definition_ 
........ 
Typings 0 1 0 1 
Typist 225 48 89 362 The person who operates the 
typewriter. 
Typists 57 4 69 130 See: TYPIST. 
Typographical 2 0 5 7 Pertaining to printing. 
. In typei'lri ting, generally 
used in reference to an_ 
error, such as in type-
script. 
Underline 1 1 0 2 To underscore or draw a 
line underneath letters by 
means of the underscore key 
which is the upper case key 
of #6 on the standard key-
board. Example: S:Qeed. 
Underlined 0 1 0 1 See: UNDERLINE. 
Underlining 0 2 . 0 2 See: UNDERLINE. 
Underscore 19 5 . 0 24 See: UNDERLINE. 
Underscore line 0 0 1 1 See: UNDERLINE. 
Underscored 0 1 1 2 See: UNDERLII'-lE • 
Underscores 5 0 0 5 See: UNDERLINE. 
Underscoring 6 2 0 8 See: UNDERLINE. 
Unlock 0 1 0 1 .To release the shift lock 
by depressing one of the 
shift keys so that the 
letters of the lower case 
may print. 
Unmailable 3 0 0 3 Unacceptable as determined 
by employment standards. 
Upper case 2 0 0 2 Capital letters or charac-
ters which are set on the 
upper part of the type bars 
These are printed through 
the use of the shift key 
but when several are used 
I consecutively the shift I 
I lock is used. 
II 
\I 
/I r ) 

_ _j 
T p 
Vertical rulings 0 1 0 
Vertically 7 20 5 
Vocational 
Vocational 
competence 
Vocational 
competencies 
Vocational 
competency 
Vocational 
preview 
Vocational use 
Vocationally 
Voice machine 
Voice-l'lri tring 
machines 
Voicewriting 
Wall chart 
Wall charts 
58 0 24 
3 0 0 
0 0 1 
2 0 0 
0 36 0 
9 
0 
1 
0 
0 
2 
2 
0 
0 
0 
0 
0 
0 
0 
0 
2 
0 
1 
1 
0 
0 
Total Definition 
1 
32 
82 
3 
1 
2 
36 
9 
2 
1 
1 
1 
2 
2 
See : VERTICAL RULED LINES. 
See : VERTICAL. 
That which pertains to one' 
vocation or means of 
livelihood. 
Marketable employment 
standards. 
See: VOCATIONAL COMPETENCE 
See: VOCATIONAL CO~~ETENCE 
An advanced presentation or 
explanation pertaining to 
an occupation. Part-time 
office work would give a 
student a better idea of 
what duties are performed 
in a particular type of 
position. 
See: VOCATIONAL. 
See: VOCATIONAL. 
An instrument vrhich re-
cords sound. A dictating 
and transcribing machine, 
such as the Dictaphone, 
Ediphone, and Soundscriber. 
Dictating and transcribing 
machines. 
A recording machine, such 
as the Dictaphone, Ediphone 
Soundscriber, or Audograph. 
A large picture of a key-
board. 
See: 'VIALL CHART. 
147 
Y.iarm up 
\'larmingup 
Warmup 
Warmups 
Vvhirl 
Whole method 
vlide carriage 
typewriter 
Windmv envelope 
Window envelopes 
Word associa tion 
stage 
Word association 
level 
.. 
I !if T 
7 11 
5 13 
0 65 
0 1 
1 0 
9 0 
0 2 
6 5 
1 1 
1 0 
3 0 
p 
6 
3 
1 
0 
0 
1 
0 
0 
1 
0 
0 
Total Definition 
24 
21 
66 
1 
1 
10 
2 
11 
3 
1 
3 
To limber up the fingers 
by means of drills. 
See: WARM UP. 
See: vlARM UP. 
See: WAR.\f UP. 
To twirl the cylinder with 
great speed in inserting 
paper. 
A plan of teaching the 
entire keyboard at once, 
usually by the eclectic 
method (skipping around) 
rather than by the hori~ 
zontal or perpendicular 
method of presentation. 
A carriage which measures 
1411, to 20 11 in length 
compared with the average 
12'~. carri.age. 
An envelope which has a 
transparent panel large 
enough to show the name 
and address on the contents 
of the envelope. The l 
contents are folded in sucH 
a way as to permit the j 
address to be seen through 
the panel, thus eliminatin 
typing the name and addres 1 
on the Bnvelope. 
See: WINDOW ENVELOPE. 
The ability to type a word 
as a whole rather than to 
think out each individual 
letter, such as typing 
been as one unit, instead 
of typing it as four units, 
b e e n. 
See: '\'lORD ASSOCIATION 
STAGE . 
148 
Word-building 
drills 
Word-building 
exercises 
Vlord level 
Word movements 
Word pattern 
\rford patterns 
\'ford r hythm 
Word rhythms 
Words a minute 
Words per. minute 
Work experience 
programs 
\'frist motion 
Wrist snap 
1 
1 
6 
1 
0 
4 
2 
2 
15 
9 
0 
1 
2 
T 
0 
0 
0 
0 
0 
0 
0 
0 
p 
0 
0 
1 
0 
1 
1 
0 
0 
2 25 
2 
0 
0 
0 
8 
1 
0 
0 
Tota l Definition 
1 
1 
7 To type a word automa ticalJJ1 
as a unit, without c on-
scious attention. to the 
location of the letters 
1 
1 
5 
2 
2 
42 
19 
1 
1 
2 
-vv-i thin the . Hord ,. Example: 
To type speed as a whole, 
rather tha4 to type i~ 
as s P e e d t hinking out 
the position of the 
· individual let.ters. 
See : WORD LEVEL . 
See: WORD LEVEL. 
See : WORD I.EVEL. 
Typing a word a t a steady 
pace. 
See: WORD RHYTill-I. 
The average rate of typing 
5-:-stroke words per minute. 
See : NET RATE At"\ID GROSS 
RATE. 
See: \'fORDS A MI:tx'UTE • 
See: COOPERATIVE WORK 
PROGRAM. 
Action of the wrist should 
be avoided since typing is 
finger action. 
Jerlcy movements of the 
wrist which prevent 
correct finger movements 
and retard speed. 
149 
\'fri ter' s address 
Writing point 
X'd 
X-ing 
X-ing out 
X-out 
Zone numbers 
M 
0 
1 
0 
0 
3 
1 
0 
T 
6 
2 
1 
1 
0 
0 
0 
.. 
p 
0 
0 
0 
0 
0 
0 
1 
.. -- . . .. --
Total 
3 
1 
1 
3 
1 
1 
Definition 
- . . 
The return address which 
is usually on the 
letterhead or which is 
typed in the upper right 
corner of a letter above 
the date. On the envelope 
it is either in the upper 
left corner or on the 
flap. 
See: PRINTING POINT. 
To c~oss off by means of 
the 2£ key. 
See: X'D. 
See: X'D. 
See: X'D. 
A number allocated by the 
post o·ffice · to sections 
of a city to facilitate 
handling mail more quickly 
and efficiently. For 
example, Philadelphia 7., 
Pennsylvania, pertains to I 
one particular section 
or zone in that city. 
150 
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SUivThrARY OF THE RESULTS 
OF THE WORD FREQUENCY COUNT 
Total number of running \'lords .•.••••••.....•. 5l0,801 
Total number of words in the word list •.••.•... l 1 200 
Total number of words defined •..•.•.•••.......• l,l42 
I 
,j 
~ 
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